snoW  COKPS  H 


ISIORICM- 


UtflAflL 


■ 


CO**9 


<&$&*& 

*^&& 


^^KJL^MUL. 


^^  W— ^T 


■ 


SYSTEM 


OF 


ACCOUNTABILITY, 


AND  REGULATIONS  PERTAINING 
TO  THE 


QUARTERMASTER'S  DEPARTMENT, 


United  States  Marine  Corps. 


PREPARED  BY 

Major  Charles  L.  McCawley,  Assistant  Quartermaster,  U.  S.  Marine  Corps, 

UNDER  THE  DIRECTION  OF 

Colonel  F.  L.  Denny,  Quartermaster,  U.  S.  Marine  Corps. 


WASHINGTON: 

Government  Printing  Office. 

1904. 


MAY  i?1969 

■HIST  fctrcatwCE  SE& 


:? 


HEADQUARTERS  U.  S.  MARINE  CORPS, 

Washington,  D.  C. ,  December  10,  1903. 
Approved,  and  forwarded  to  the  Secretary  of  the  Navy  for  approval. 

G.  F.  Elliott, 
Brigadier  General,  Commandant, 

U.  S.  Marine  Corps. 


NAVY  DEPARTMENT, 
Washington,  D.  C,  March  31,  190 If. 

The  following  System  of  Accountability  for  the  United  States  Marine  Corps 
having  been  prepared  by  Major  Charles  L.  McCawley,  Assistant  Quartermas- 
ter, U.  S.  Marine  Corps,  under  the  direction  of  Colonel  F.  L.  Denny,  Quarter- 
master, U.  S.  Marine  Corps,  and  been  approved  by  the  Brigadier  General  Com. 
mandant  U.  S.  Marine  Corps,  is  adopted  and  published  for  the  information  and 
guidance  of  all  concerned. 

Regulations,  orders,  etc. ,  conflicting  with  this  System  of  Accountability  are 
hereby  revoked. 

Chas.  H.  Darling, 

Acting  Secretary. 
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Copies  of  this  book  in  use  at  depots,  posts,  and  on  board  ship  will  be  accounted 
for  on  the  quarterly  returns  of  Marine  Corps  property.  When  guards  are  trans- 
ferred from  ships  the  books  in  use  will  be  sent  and  invoiced  to  the  Assistant 
Quartermaster,  U.  S.  Marine  Corps,  Philadelphia,  Pa. 
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TABLE  OF  CONTENTS. 


QUARTERMASTER'S  DEPARTMENT. 

Par.     1.  Duties  of  the  Quartermaster's  Department. 

2.  Duties  of  the  Quartermaster  of  the  Corps. 

3.  Depots,  one  or  more  assistant  quartermasters  thereat. 

4.  Requisition  for  articles  not  kept  in  store,  full  description  of. 

5.  Certain  communications  to  be  addressed  to  the  Quartermaster. 

6.  Certain  communications  to  he  forwarded  to  the  Quartermaster. 

7.  Communications  from  depots  to  be  addressed  to  the  Quartermaster. 

POST  AND    EIEED    QUARTERMASTERS  AND    ACTING    COMMISSARIES 

OF  SUBSIST ANCE. 

8.  One  officer  to  be  detailed  at  each  post  and  station  in  North  America  as  post  quarter- 

master and  acting  commissary  of  subsistence. 

Table  of  Contents. 

Page  5,  paragraph  10,  add  "Payment  for  light,  water  and  heat 
furnished  fro  offioftra." uwj^l  to  ^u^a  ~*  ^^._™.„„ 

IS.  Quartermaster  to  be  notified  when  provisions  are  purchased  in  open  market  on  account 
of  contractor. 

13.  When  no  post  quartermaster  is  detailed  commanding  officer  will  personally  supervise 
performance  of  the  duties. 

1  J  .   Whore  troops  are  assembled  for  field  service,  only  one  accountable  officer. 

Page  5,  paragraph  15,  strike  out.       tgLthawLQiie  ouiirtwuiia&terJs  sewrrrg. 

1G.  When  memorandum  receipts  will  be  given  to  accountable  officers. 

1 7 .  Memorandum  receipts  will  be  returned  when  a  change  in  command  or  responsibility  takes 
place. 

_...  _!*!§»  JL paragraph  18,  strike  outT"        *    '  "lafTer. 

19.   When  surveys  are  necessary  on  property. 

30.  Returns  to  be  made  for  Army  subsistence  supplies. 

QUARTERMASTER  SERGEANTS. 

31.  To  be  detailed  at  posts,  how  mustered. 

Page  5,  paragraph  22,  change  to  "  Duties  of."     ietailed  at  a P°st- 
Page  5,  paraph  28,  strike  out.1"  1" '{led  at  a  1)ost 

ACCOUNTABILITY  AND  RESPONSIBILITY— GENERAL  PROVISIONS. 

2  I .   Accountability  and  responsibility. 

25.  Accountable  officers  to  be  informed  of  result  of  examination  of  final  returns. 

86.  General  responsibilty  of  commanding  officers. 

2  7.  Property  responsibility  not  to  be  transferred  to  enlisted  men,  keys  of  storerooms. 

28.  Giving  and  taking  of  receipts  in  blank  prohibited. 

29.  All  Government  property  must  be  accounted  for. 
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Pah.  30.  Penalty  for  failure  to  render  required  returns. 

3 1 .  When  property  is  transferred,  invoices,  receipts,  marks,  etc. 

33.  Receipts  for  property  in  duplicate  signed  by  officer,  care  to  be  taken  in  preparing. 

33 .  Invoices  and  receipts. 

34.  Examination  of  property  within  twenty-four  hours  after  receipt.    Invoices  and  receipts 

sent  direct. 

35.  Boards  of  survey  when  discrepancies  are  discovered  between  property  and  vouchers. 

36.  Original  packages  need  not  be  opened. 

37.  On  board  ship  officer  or  noncommissioned  officer  in  command  of  guard  to  receive  and 

account  for  property. 

38.  Responsibility  can  not  be  delegated  to  an  assistant. 

39.  Officer  receipting  for  property  pecuniarily  liable  therefor. 

BARRACKS  AND  QUARTERS. 

40.  Rooms  will  be  numbered. 

41.  Application  for  quarters  will  be  made  upon  reporting. 

42.  Where  there  are  no  available  public  quarters,  application  for  hire  will  be  made. 

43 .  Hire  of  quarters  for  commanding  officer. 

44.  Only  proper  allowance  of  quarters  will  be  occupied. 

45.  Right  to  quarters  solely  one  of  occupancy. 

46.  Commutation  of  quarters  when  without  troops  or  awaiting  orders  for  convenience  of 

Government. 

47.  Order  of  assignment  where  there  are  sufficient  quarters. 

48.  Selection  of  quarters  will  be  made  according  to  rank. 

49.  Quarters  in  kind  to  be  retained  during  temporary  absence. 

50.  Mess  room  for  officers  to  be  assigned. 

5 1 .  Officers  are  accountable  for  quarters  occupied  by  them.    Changes  in,  will  not  be  made 

without  authority  of  quartermaster. 

5  2 .   Quarters  will  be  inspected  when  allotted. 

53 .  Officers  on  waiting  orders  for  their  own  convenience. 

54.  Commutation  of  quarters  paid  by  paymaster. 

Page  6,  paragraph "55," aud  "  While  on  sick  leave." 
56.  At  headquarters,  recruiting  offices,  etc.,  commutation  will  De  paid. 

5  7.  Commutation  or  hire  of  quarters,  not  lost  by  temporary  absence  on  duty. 

58.  Actual  traveling  expenses  abroad  or  payment  of  mileage  in  United  States  does  not 

deprive  officer  of  right  to  hire  or  commutation  of  quarters  at  proper  station. 

59.  Quarters  when  temporarily  attached  to  a  vessel  of  the  Navy. 

FURNITURE. 

60.  Account  of  furniture  to  be  kept  on  quarterly  return. 

61 .  Itemized  memorandum  receipts  to  be  given. 

62.  Inventory  will  be  taken  when  quarters  are  vacated. 

63 .  When  f urniture  is  surveyed. 

64.  Sale  or  destruction  of  furniture  prohibited  without  the  recommendation  of  a  board  of 

survey. 

SUPPLIES  OF  CLOTHING,  ETC. 

65.  Clothing,  how  obtained,  from  whom. 

66.  Proportion  of  sizes  to  each  one  hundred  garments. 

67.  Special  measurements  and  alteration  of  garments. 


Par.  68.  Sufficient  quantities  will  be  required  for. 

69.  Requisitions,  how  made,  by  whom  approved. 

70.  Surplus  clothing  on  hand. 

71 .  Purchase  of  clothing  on  foreign  station;  in  case  of  shipwreck. 
73.  Clothing  purchased  from  Army,  how  charged. 

73.  Monthly  statements  of  clothing  to  be  made. 

ISSUES  TO  ENLISTED  MEN. 

Page  7,  paragraph  74,  add  "  When  clothing  room  will  be  open 
for  issues." 

75.  Annual  allowance  of  clothing. 

76.  Issues  against  annual  money  allowance. 

7  7.  Total  money  value  of  issues  will  be  extended. 

78.  Issues  in  excess  of  allowance  and  losses  chargeable  to  men. 

79.  Price  list  of  clothino-  a™»  -+~ — "*  -  ~~~ 
Page  7,  paragraph  80,  add  "When  suspended. 

■  .    r&xva  LiuLuiug  allowance  win  Degin  ana  end. 

81.  Clothing  account  roll,  how  prepared. 

82.  Issues,  how  charged. 

83 .  Checkages  on  pay  rolls. 

84.  Allowance  for  quarter,  how  arrived  at.  

Page  7,   paragraph  85,  strike   out   "month"  and  substitute 

"quarter  ". 

Page  7,  paragraph  86,  strike  out. 

87.  Transfer  clothing  accounts  to  accompany  staff  returns. 

88.  Closing  of  accounts  when  men  are  transferred  during  quarter,  or  desert. 

89.  Upon  discharge  on  expiration  of  enlistment,  etc. 

90.  Upon  discharge  on  foreign  station. 

91 .  Clothing  account  roll,  when  rendered,  vouchers,  etc. 
9  2 .  Clothing  accounts  of  deserters. 

93.  Upon  apprehension  or  surrender  of  deserters,  clothing  allowance  of. 

94.  Effects  of  deserters  to  be  secured  at  once. 

95.  Personal  effects  of  deserters  to  be  sold  at  auction. 

96.  When  purchasers  of  deserters'  effects  are  enlisted  men. 

REWARDS  FOE  DESERTERS  AND  STRAGGLERS. 

97.  What  rewards  may  be  paid. 

98.  Amounts  should  not  exceed  necessities  of  case. 

99.  Manner  of  preparing  vouchers  for. 

ISSUES  TO  OFFICERS. 

100.  How  made,  and  checkage  for. 

101.  Payments  in  cash. 

102.  Equipage  and  cloth  to  be  purchased  for  cash. 

103 .  Returns  to  refer  to  bill  of  sale. 

104.  What  articles  may  be  purchased  for  officers'  servants. 

INDIVIDUAL  REQUISITION  AND  RECEIPT  BOOK. 

105.  How  obtained. 

106.  Every  enlisted  man  to  be  furnished  with  book. 


GRATUITOUS  ISSUES  OF  CLOTHING. 

Page  8,  paragraph  107,  add  "  ~ 
Par.   107.  Made  to  replace  articles  destroyed  to  prevent  contagion. 

108.  Inventories  to  be  made  before  destruction  of  clothing. 

109.  Issues  receipted  for  on  separate  rolls. 

110.  Board  of  inventory  when  articles  are  not  enumerated  in  order  for  destruction. 

111.  Duplicate  copies  of  order  for  destruction  as  vouchers. 

112.  Orders  to  be  obtained  before  destroying  or  abandoning  property. 

113.  Issues  for  burial  purposes. 

ISSUES  OF  CLOTHING  FOR  XAYY  BANDS. 

114.  How  obtained. 

115.  No  issues  to  be  made  to  enlisted  men  of  Navy. 

BOARDS  OF  SURVEY. 

116.  To  be  requested  where  there  is  damage  or  deficiency  in  property. 

117.  To  relieve  from  liability  or  fix  responsibility  for  damage  to  property. 

118.  By  whom  ordered  and  of  whom  composed. 

119.  Application  for,  to  be  made  by  accountable  officer. 

120.  Boards  to  fully  investigate  all  matters  submitted. 

121.  Reports  will  be  clearly  and  definitely  written  out. 

122.  Property  unfit  for  use  should  be  sold  at  auction. 

123.  Condemned  property  will  be  marked. 

124.  Condemned  property  will  not  be  purchased  by  officer  responsible  therefor. 

125.  National  colors  never  to  be  sold. 

126.  Condemned  clothing  will  not  be  turned  in  to  an  assistant  quartermaster. 

127.  A  rifle  never  to  be  consigned  to  "  dump." 

128.  When  clothing  is  recommended  issued  at  reduced  price. 

129.  When  purchasers  are  enlisted  men,  how  charged. 

130.  When  articles  can  not  be  produced  before  board. 

131.  Affidavits  and  depositions. 

132.  How  proceedings  are  prepared  and  to  whom  reports  forwarded. 

133.  Terms  used  in  reports. 

134.  Articles  which  may  be  dropped  without  survey. 

135.  Crockery  and  glassware  to  be  inspected  after  each  meal. 

136.  Avoidable  loss  or  damage  of  property,  equipage,  etc. 

137.  Final  action  on  reports  of  boards  of  survey. 

138.  Condemned  clothing  may  be  issued  to  court-martial  prisoners  in  island  possessions. 

139.  Property  recommended  for  the  "dump,"  etc.,  should  have  no  money  value. 

ARMS  AND  ACCOUTERMENTS. 

140.  How  procured. 

141.  Guards  of  vessels,  how  supplied. 

142.  Accidental  loss  or  damage.  > 

143.  General  ac    — +"Kiiity  for. 

Page  8,  paragrapn  x-*^,  . i>e  deducted  from  pay. 

145.  Charges  for  loss  or  damage  only  m/me  on  clear  proof. 
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Par.  146.  Charges  to  be  reported  in  duplicate. 

147.  When  stolen  by  deserters. 

148.  Accountability  of  officers  and  responsibility  of  enlisted  men. 

149.  Monthly  statements  of  quantities  on  hand. 

150.  Blanket  bags,  haversacks,  etc.,  are  Government  property. 

151.  Upon  transfer  of  man,  above  articles  to  be  turned  in  to  store. 

152.  Arms  and  accouterments  to  be  kept  in  repair. 

153.  Quarterly  statements  of  ordnance  property  belonging  to  Navy. 

154.  Surplus  arms  and  accouterments  to  be  reported. 

OFFICERS  IN   CHARGE   OF  PROPERTY. 

155.  Change  in  accountability  due  to  temporary  absence  of  accountable  officer. 

156.  Action  upon  relief  from  charge  of  Government  property,  final  returns. 

157.  Relieving  officer  should  inspect  property. 

158.  When  time  will  not  permit  verification,  qualified  receipts  must  be  given. 

159.  Action  upon  refusal  to  receipt  for  Government  property. 

160.  In  case  of  death  or  suspension  from  duty  of  accountable  officer. 

161 .  Upon  removal  of  officer  in  charge. 

162.  Boards  of  inventory  once  annually  will  state  quantity  and  values  of  all  Government 

property,  etc. 

163.  Classification  of  causes  of  damage  to,  and  loss  and  destruction  of  property. 

164.  Upon  transfer  of  guard  of  vessel,  disposition  of  property. 

165.  Final  return,  vouchers,  etc.,  to  be  sent  upon  relief  of  officer. 

QUARTERLY  RETURNS. 

166.  Quarterly  returns  to  be  forwarded  and  to  show  values  of  property. 

167.  All  property  to  be  carried  on  one  return  except  subsistence  stores,  etc. 

168.  Returns  will  be  prepared;  fiscal  quarters. 

169.  At  sea  returns  will  be  made  out  quarterly  and  forwarded  at  the  first  opportunity. 

1 70.  Object  of  making  returns. 

171.  All  entries  to  be  supported  by  vouchers. 

172.  Care  to  be  exercised  in  preparation  of  vouchers. 

1 73.  Returns  should  be  made  on  blanks  furnished  by  Quartermaster's  Department. 
17  1.  The  first  return,  and  returns  lor  parts  of  quarter. 

175.  Debit  portion  of  first  return. 

176.  Debit  portion  of  subsequent  returns. 

177.  Invoices  will  be  numbered  in  order  of  receipt. 

1  78.  All  surplus  property  to  be  taken  up  and  accounted  for. 

179.  First  entry  on  credit  side  shall  be  sum  of  issues  of  clothing. 

180.  Receipts  for  property  of  all  kinds  issued  to  persons  not  of  command  to  be  entered  next. 

181.  Sum  of  condemned  property  transferred  next  item. 

182.  Fourth  entry  is  sum  of  condemned  property  sold  or  destroyed,  etc. 

183.  Fifth  entry  should  be  sum  of  property  unavoidably  lost  or  damaged,  etc. 

184.  Property  avoidably  lost  or  damaged  to  be  entered  next.       ___^_— — . 
Page  9,  paragraph  185,  add  "  Fuel  or  forage  furnished  to  officers 

from  supply  of  enlisted  men." 

186.  Totals  of  credit  portion  subtracted  from  totals  of  debit  should  give  amount  on  hand,  etc. 

187.  Accountable  officers  should  review  returns  before  signing. 


10 

Par.  188.  Returns  should  be  signed  legibly  with  full  name  and  rank  or  title,  and  properly  briefed. 

189.  Vouchers  to  be  folded  according  to  briefing.    Receipt  rolls  may  be  folded  but  not 

gummed  together. 

m 

190.  Return  will  be  prepared  in  duplicate  and  properly  jacketed. 

191.  Certain  returns,  etc.,  do  not  require  letter  of  transmittal. 
193.  Returns  and  requisitions  of  guards  of  vessels,  how  forwarded. 

193.  Returns  from  posts,  how  forwarded. 

194.  Books  to  be  accounted  for  on  quarterly  return. 

195.  Returns  from  quartermaster  to  Bureau  of  Supplies  and  Accounts  quarterly. 

FORAGE  AND   STRAW. 

196.  What  forage  ration  consists  of. 

197.  Forage  for  officers'  horses. 

198.  Use  of  public  horses  regulated  by  commandant. 

199.  Forage  not  to  be  drawn  by  mounted  officers  while  using  public  horses. 
300.  Hire  of  horses  for  mounted  officers. 

201 .  Purchase  of  forage  for  private  horses  by  officers  not  mounted. 

202.  Sales  of  forage  prohibited. 

203.  Straw  for  mattresses. 

204.  Accountability  for  grain,  hay,  and  straw. 

FUEL. 

205 .  Purchase  by  officers,  rates. 

206.  Purchase  by  families  of  officers  serving  abroad. 

207.  How  to  obtain  fuel. 

208.  Fuel  for  actual  use  only. 

209.  Equivalents  regulated  by  quartermaster. 

2 10.  Proportion  of  kindling  wood. 

211.  Fuel  for  enlisted  men's  quarters  to  be  drawn  and  accounted  for. 

212.  Fuel  issued  only  in  month  when  due. 

213.  Weighing,  measuring,  and  inspecting  coal  and  wood. 

214.  Allowance  table  of  rooms,  fuel,  and  stoves  for  officers  and  others. 

RATIONS. 

215.  Allowance  daily. 

216.  First  voucher  for  commutation  at  Navy  rates. 

217.  A  ration  consists  of  authorized  components. 

218.  When  rations  will  be  furnished  by  the  Army. 

219.  Where  illumination  is  furnished  candles  not  issued  as  part  of  ration. 

220.  How  many  rations  may  be  stopped  at  posts. 

221.  Vouchers  for,  how  prepared. 

222.  Commutation,  rates  of. 

223.  Commutation,  to  whom  allowed. 

224.  Commutation,  vouchers  for. 

225.  Commutation  to  enlisted  men  traveling. 

226.  Commutation  to  enlisted  men  on  fur  lough. 

227.  Commutation  to  clerks,  messengers,  and  janitors. 
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Par.  228.  Army  transports,  subsistence  on. 


229.  Commutation  will  not  be  paid  to  enlisted  men  traveling  under  orders  on  Army  trans- 

ports. 

230.  Enlisted  men  on  furlough  traveling  on  Army  transports,  bow  quartered  and  messed. 

281.  Discharged  enlisted  men  returning  bome  on  Army  transports  will  be  allowed  free  sub- 
sistence. 

232.  Enlisted  men  as  passengers  on  vessels  of  the  Navy,  how  subsisted. 

ICE. 

233.  Ice  for  preservation  of  rations,  bow  obtained. 

EXPENDITURE   OF  AMMUNITION. 

234.  Ammunition,  when  and  how  expended. 

CONTRACTOR'S  BONDS. 

235.  Required  in  all  contracts  unless  waived  by  quartermaster. 
286.   Penalty  in  bond  fixed  by  contracting  officer. 

237.  How  executed,  seals,  witnesses,  and  sureties. 

238.  One  witness  to  each  signature  of  obligors  and  sureties. 
289.   Affidavits  of  sureties. 

240.  Justification  of  guarantors  and  sureties. 

241 .  Firm,  partner,  or  officer  of  corporation  will  not  be  accepted  as  sureties  in  certain  cases. 

242.  Sureties  to  bidder's  bond  may  be  accepted  as  sureties  to  contractor's  bond.    All  bonds 

to  be  executed  in  duplicate. 

BONDS  OF  DISBURSING  OFFICERS,  BIDDERS,  AND   CONTRACTORS. 

243.  Officers  of  Quartermaster's  Department  will  give  bonds  before  entering  on  duties. 

244.  New  bonds  required  every  four  years,  or  when  required,  and  take  effect  upon  approval. 

245.  Upon  new  appointment  or  commission  old  bond  remains  in  force. 

246.  When  acting  as  assistant  to  another  officer  in  same  department. 

247.  Sureties  to  bonds  of  disbursing  officers  bound  jointly  and  severally. 

248.  When  the  principal  of  bond  is  a  corporation. 

249.  When  a  corporation  will  be  accepted  as  surety. 

250.  Renewal  of  bond  required  upon  financial  failure  of  surety. 

251.  Before  a  corporation  will  be  accepted  as  surety  authority  from  Attorney  General  to  be 

filed. 

252.  A  corporation  as  surety  on  bond  of  principal  residing  in  another  State,  etc. 

253.  Signatures  and  seals  to  bonds. 

MARKING  SUPPLIES   BY  CONTRACTORS. 

254.  Supplies  will  be  marked  by  contractors  as  directed. 

EMERGENCIES. 

2 5  5 .  Authority  to  be  obtained  to  create  same  if  possible. 
356.  Procedure  in  case  of. 

257.  Evidence  of  existence  of  emergency  tnusi  appear. 

258.  An  exigency  can  not  continue. 

COMPETITION. 

259.  Competition  in  procurement  of  supplies  required  by  law. 

260.  Care  to  be  taken  in  preparing  specifications  for  supplies. 
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PUBLIC   MONEYS. 

Par.  361.  Use  of.  except  as  appropriated,  prohibited. 
363.   Depositories  will  be  designated. 

363.  Insurance  of  public  funds  or  property  prohibited. 

364.  Quarterly  accounts  to  be  rendered. 

365.  Explanation  to  be  made  relative  to  delinquencies  in  accounting  for. 

366.  Accounts  current,  when  and  by  whom  to  be  rendered. 

367.  Weekly  and  monthly  money  statements  to  be  rendered. 

368.  Above  returns  to  be  rendered  within  ten  days. 

369.  Final  accounts  to  be  rendered  to  Auditor  for  the  Navy  Department. 

370.  When  time  prescribed  for  rendition  of  final  returns  begins. 

DISBURSING  OFFICERS. 

371.  Distinct  deposits  to  be  kept  in  disbursements  of  money  in  different  capacities. 
3  7  3 .   Procedure  upon  ceasing  to  act. 

378.   Accounts  not  to  be  paid  until  due. 

374.  Accounts  to  be  kept  separate  under  every  bond. 

RESPONSIBILITIES  AND  PENALTIES. 

375.  Strict  accounts  to  be  rendered  of  public  moneys. 

376.  Protest  against  order  for  illegal  disbursement. 

377.  When  accountability  for  money  commences. 

378.  Knowledge  of  fraud  or  collusion  to  be  reported. 

379.  Emolument  or  gratuity  from  contractors  prohibited. 

380.  Disbursing  officers  not  to  be  concerned  in  purchases  intended  for  department. 

381 .  Purchases  not  to  be  made  from  persons  in  naval  service. 
383.  Certificates  not  to  be  given  to  dealers  or  inventors. 

383 .  On  transfer  of  funds  receiving  officer  to  state  his  accountability  on  receipt. 

DEPOSITS  AND   CHECKS. 

384.  Object  of  expenditure  to  be  stated  on  face  of  check. 

•    385.  Public  funds  may  be  kept  in  established  depositories  outside  of  United  States  where 
there  is  no  assistant  treasurer. 

386.  Failure  to  deposit  public  funds  is  regarded  as  embezzlement. 

387.  Deposits  must  be  made  according  to  law. 

388.  Upon  relief  from  duty  balances  of  public  funds  must  be  deposited  and  not  transferred 

to  successor,  and  quartermaster  of  Corps  notified. 

389.  May  transfer  to  successor  outside  of  United  States  on  order. 

390.  In  case  of  death,  disability,  etc.,  outside  United  States  of  officer  of  Quartermaster's 

Department. 

391.  Appointment  of  successor.  / 
393 .  Inventory  to  be  in  duplicate. 

393 .  Inability  to  settle  accounts  and  nomination  of  successor  while  of  sound  mind. 

394.  Balances  to  be  deposited  at  end  of  fiscal  year. 

395.  Balances  retained  to  pay  outstanding  liabilities  to  be  carried  on  accounts  current. 

396.  Balances  to  be  deposited  within  three  months  when  no  payments  made. 

397 .  Exchange  of  coin  or  currency  outside  of  United  States. 


» 

Par.  398.  Official  signature  to  be  furnished. 

299.  Receipts  to  be  given  by  depositories. 

300.  Death,  resignation,  or  removal,  checks  previously  drawn  not  to  be  paid. 

301 .  Checks  to  be  paid  within  three  years. 

302.  Return  of  outstanding  checks  to  be  made  at  end  of  each  fiscal  year. 

303.  Outstanding  liabilities  represented  by  checks  or  drafts  to  be  covered  into  Treasury  at 

end  of  each  fiscal  year. 

304.  Checks  issued  longer  than  three  years. 

CERTIFICATES   OF  DEPOSIT. 

305.  When  given. 

306.  Originals  and  duplicates,  destination  of. 

307.  Notation  on  accounts  current. 


TRANSFERS  OF  PUBLIC  FUNDS. 

308.  General  provisions  relating  to. 

309.  From  one  appropriation  to  another  forbidden. . 

310.  Funds  in  hands  of  disbursing  officer  limited  to  requirements. 

SUBSCRIPTIONS  AND  ADVERTISEMENTS. 

311.  All  supplies  to  be  procured  under  advertisement. 

312.  Contracts  for  services  to  be  made  only  after  advertisement,  except  in  cases  of  emer- 

gency. 

313.  Requisition  for  subscriptions  for  newspapers  and  contracts  for  telephone  service  to 

be  made  on  quartermaster  of  Corps. 

314.  Copy  of  proposed  advertisement  to  be  submitted. 

315.  Bills  for  advertising. 

316.  Rates  of  advertising. 

OFFICIAL  CHECK  BOOKS. 

317.  How  and  by  whom  issued. 

318.  Transfers  of. 

319.  Mutilated  checks. 

SALES. 

320.  Sale  will  be  advertised  and  properly  scheduled. 

321 .  Expenses  of  to  be  paid  from  proceeds. 

PROCEEDS  OF  SALES. 

322.  Receipts  from  sales  to  officers  and  enlisted  men  will  be  deposited. 

323.  Proceeds  sales  by  auction  to  be  deposited  credit  "Miscellaneous  receipts. 

APPROPRIATIONS . 

324.  When  article  purchased  is  not  named  in  appropriation  act. 

MONEY  VOUCHERS. 

325 .  Number  of  copies  required  and  necessary  certificates. 

326.  What  should  be  shown  and  how  they  should  be  signed. 
3%27.  Date  of  delivery,  quantity,  and  price  must  be  shown. 
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Par.  328.  Must  be  supported  by  itemized  bills. 

329.  Facts  relating  to  purchase  sball  appear  on  face  of  voucher. 

330.  Purchasing  officer  to  determine  an  emergency. 

331 .  Disbursements  to  officers  and  men  for  expenses. 

332.  Touchers  for  freight  charges. 

333.  Order  to  furnish  transportation  to  accompany  voucher. 

334.  Extra  pay  to  enlisted  men. 

335.  Hire  of  quarters,  first  voucher. 

336.  For  forage. 

337.  For  fuel. 

338.  For  commutation  of  rations,  fuel,  and  quarters. 

339.  Vouchers  and  accompanying  papers  should  state  facts. 

340.  Book  form  for  account  current  and  abstract  of  expenditures. 

341 .  Title  to  be  on  outside  of  book. 

342.  Name  of  person,  firm,  or  company  must  be  stated  in  receipt. 

343 .  Payments  to  holders  of  powers  of  attorney  forbidden. 

344.  Payments  made  by  currency  or  check  "to  bearer"  to  an  incorporated  or  unincorpo- 

rated company. 

345 .  Payments  made  by  currency  or  check  "  to  bearer  "  to  a  copartnership. 

346.  Payments  made  by  currency  or  check  "  to  bearer  "  to  an  individual. 

347.  Payments  made  by  check  "to  order." 

348.  Receipts  by  local  agents  of  railroad,  telegraph,  or  express  companies. 

349.  Evidence  of  authority  to  receipt  for  a  company. 

350.  Agent  authorized  to  sign  for  principal. 

351.  Every  voucher  will  be  made  in  favor  of  creditor. 

352.  Vouchers  will  be  rendered  in  the  English  language  when  practicable. 

353.  Money  amounts  to  be  expressed  in  dollars  and  cents,  etc. 

354.  Signatures  must  be  made  with  pen. 

355.  When  payment  is  to  be  in  foreign  silver  and  gold. 

356.  Authority  for  obtaining  money  to  pay  in  currency  agreed  upon. 

357.  Reduced  to  equivalent  in  United  States  currency  on  vouchers. 

358.  Giving  or  taking  blank  receipts  for  money  forbidden. 

359.  Receipts  on  vouchers  and  name  of  creditor  must  correspond. 

360.  Signatures  not  written  by  hand  must  be  witnessed. 

361.  Amounts  to  be  expressed  in  words  and  figures. 

362.  Fees  of  civil  officers  for  administering  oaths  to  be  paid. 

363.  Officers  authorized  to  administer  oaths  to  be  sought  when  possible. 

364.  Vouchers  for  due  bills  against  United  States  not  to  be  used. 

365.  Computation  of  time. 

366.  Settlement  with  heirs,  executors,  or  administrators. 

STATIONERY. 

367.  Allowance  of  published  in  orders. 

368.  For  companies  in  battalion  or  regiment,  and  to  be  transferred  to  successors. 

369.  Allowance  to  retired  officers.    Personal  allowance  to  officers  on  active  list. 

370.  For  courts  and  boards. 
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TRANSPORTATION. 

Pak.  371.  Quartermaster  will  provide. 

372.  How  procured. 

373.  Of  baggage  of  officers  drawing  mileage,  also  that  in  excess  of  allowance. 

374.  Of  enlisted  men  to  their  homes  on  retirement. 

375.  Baggage  of  enlisted  men  traveling  under  orders. 

376.  Public  property  not  to  be  included  in  transportation  requests  for  officers  and  enlisted 

men. 

RECRUITING. 

377.  Expenses  relating  to,  paid  by  Quartermaster's  Department;  rent  rooms,  etc. 

378.  Agreements  for  board  and  lodging. 

379.  Transportation  of  recruits. 

380.  Instructions  relative  to  itinerant  recruiting  parties  issued  by  quartermaster. 

STREET- CAR  AND  FERRY  TICKETS. 

Page  15,  paragraph  381,  add  to  heading  "Postage  Stamps,"  be- 
fore "Street-Car,". 

FERRIES,  TURNPIKES,  AND  BRIDGES. 

382 .  How  vouchers  for  services  over  are  rendered. 

SLEEPING  CAR. 

383.  Persons  entitled  to. 

384.  Officers  traveling  with  troops  to  be  furnished  with  accommodations. 

385.  Number  of  berths  or  seats  will  be  stated  in  request  for  sleeping  or  parlor  cars. 

386.  Holder  of  request  will  receipt  for  berths  or  seats. 

387.  Tickets  to  be  obtained  from  proper  agent. 

388.  Cars  will  not  be  chartered  when  expense  exceeds  cost  of  berths  required. 

389.  When  accommodations  called  for  are  not  furnished,  request  to  be  returned. 

390.  How  accounts  are  prepared. 

391.  When  unauthorized  expenses  for  will  be  paid. 

TRANSPORTATION  OF  BAGGAGE. 

392.  On  change  of  station,  officers'  excess  baggage  by  freight. 

393.  Allowances  at  public  expense. 

394.  Allowances  when  service  is  over  the  seas. 

395 .  Reduction  or  increase  of  allowance  by  quartermaster. 

396.  Professional  books  and  papers  to  be  transported. 

397.  Baggage  of  officers  upon  entry  into  service. 

398.  Company  desks,  books,  papers,  etc. 

TRANSPORTATION  OF  HORSES  OF  MOUNTED  OFFICERS. 

399.  When  allowed,  by  whom  paid,  cost  of,  etc. 

400.  Horses  of  retired  officers  or  those  ordered  home  for  retirement  not  to  be  transported. 

BILLS  OF  LADING. 

401 .  Government  property  will  be  transported  on. 

402.  A  memorandum  of  bill  of  lading  to  be  prepared. 


16 

Par.  403 .  How  prepared. 

404.  Marks,  contents,  and  weights  to  be  shown. 

405.  Shipments  by  rail  and  water. 

406.  Erasures,  interlineations,  or  alterations  to  be  explained. 

407 .  Second  bill  not  to  be  Issued,  nor  a  bill  issued  after  performance  of  service. 

408.  Charges  and  initial  letters  of  each  road  to  appear  on  bill. 

409.  Bill  to  be  given  to  carrier  at  time  of  shipment. 

410.  Memorandum  of  bill  to  be  used  by  shipper  in  preparing  way  bills,  etc.,  and  never 

basis  for  payment. 

411.  Payments  to  be  made  by  quartermaster  of  Corps. 

413.  Transportation  to  be  provided  on  through  bills  of  lading. 

413.  Land-grant  and  bond-aided  roads. 

414.  Who  will  sign  in  absence  of  consignee. 

415.  In  case  of  loss  or  damage  to  property. 

416.  When  bill  is  lost. 

41 T.  Certificate  of  shipping  officer  only  given  to  insure  payment. 

418.  Loss  of  bill  while  stores  are  in  transit. 

419.  Receipts  by  consignee  in  absence  of  bill. 

420.  Official  lists  of  tariffs  to  be  obtained  by  shipping  officers. 

421.  When  articles  are  not  sn^tfipH  **>  tTtrtiitc,  ^-F  larHno-  "  and  sub- 
Page  lo,  paragraph  422,  strike  out     Bills  of  Ming 

stitute  "  Transportation  and  sleeping  car  requests 

423.  Personal  baggage  of  officers  not  to  be  shipped  on  bills  of  lading. 

424.  Additional  bills  to  be  used  when  number  of  articles  shipped  too  great  for  form. 

425.  Internal-revenue  tax  on  bill  of  lading  to  become  part  of  cost  of  shipment. 

EXPRESS. 

426.  Transportation  by  express  to  be  limited  to  emergencies. 

TELEGRAPHING  AND  TELEPHONING. 

427.  Telegraph  to  be  used  only  in  cases  of  urgent  and  imperative  necessity. 

428.  Accounts  for,  how  prepared,  and  telephoning. 

429.  Telegrams  requesting  leave  not  public  dispatches. 

430.  Rules  for  counting  words  of  messages. 

431 .  Settlement  to  be  made  on  original  message. 

432.  Blank  forms  to  be  furnished. 

DECEASED  SOLDIERS. 

433.  Procedure  in  case  of,  and  authorized  items  of  expense. 

j4_3.a      iLu^^^f^"  «n~*™/i  ;»,  r>ictri/>t  r>f  rv»lnmhia.  and  plsftwhpjAr  tnmhstones.  ~ 

Page  16,  paragraph  435,  strike  out  and  substitute  "Burial  ex- 
penses of  honorably  discharged  ex-marines  in  the  District  of       t 


Columbia  and  vicinity." 

<l>0.     wjueu  ucatii  uuouiB  ill  ua 


uovai  iiusynai- 
/l  5$  T       When  rlflath  ncnrrnfi„nrLliriaj,/l  cliirx 

Page  16,  paragraph  438,  Strike  out  after  the  word  "officers" 
and  substitute  "and  enlisted  men  who  die  ashore  or  afloat  and 
civilian  employees  who  die  outside  the  United  States." 

440.  Effects  to  be  delivered  to  next  of  kin,  etc.  ' 

441 .  Papers,  medals,  and  trinkets  not  to  be  sold. 

442.  Accounts  of  deceased  soldiers  to  be  closed  and  forwarded. 


page  17,  paragraph  443 
Par.  443.  Order  of  kinship. 


add  < 


disposition  of  effects." 


444.  Procedure  to  be  followed  when  enlisted  man  dies  on  board  ship. 

445.  Funeral  expenses  of  officers  to  be  charged  to  their  personal  accounts. 

WORKING  PARTIES— EXTRA  AND   SPECIAL  DUTY  MEN. 

446.  Rates  of  pay. 

447.  Payments  made  in  violation  of  rules  to  be  charged  to  officer  ordering  detail. 

448.  Horn's  of  labor. 

PUBLIC  ANIMALS. 

.449.  A  descriptive  book  to  be  kept. 

450.  Description  of  to  be  furnished  upon  transfer  of  animals. 

451.  Veterinary  medicines,  instruments,  etc.,  furnished  by  Quartermaster's  Department. 

ALLOWANCE  OE  TENT  AGE  AND  EQUIPAGE. 

452.  Allowance  of  tentage  and  equipage. 

453.  Allowance  when  conical  tents  are  used. 

454.  Allowance  to  be  increased  or  diminished  by  quartermaster. 

TRANSPORTATION  OE  DETACHMENTS  OF  TROOPS  BY  RAIL  AND 

TRANSPORT. 

455.  Regulations  for  transportation  of  detachments  of  troops  by  train  and  transport. 

456.  Transportation  by  rail. 

457.  Loading  trains. 

458.  Entraining  of  troops. 

459.  Inspection  and  assignment  of  passenger  cars. 

460.  Conduct  of  troops  on  trains. 

461.  Detraining  and  unloading. 

462.  Transportation  by  water.    General  provisions. 

463.  Preliminary  arrangements. 

464.  Embarkation. 

465.  Duties  on  board  army  transports.    General  regulations. 

466.  Commanding  officer  on  army  transports. 

467.  Disembarkation. 
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SYSTEM  OF  ACCOUNTABILITY  AND  REGULATIONS 


PERTAINING  TO  THE 


QUARTERM ASTER'S  DEPARTMENT,  U.  S.  MARINE  CORPS. 


QUARTERMASTER  S  DEPARTMENT. 

1.  The  Qua-*—  Paragraph  1.  lg 
v-  f  the  word  ' ' other ' '  strike  out  the  word  ' '  sup-  ^ 
plieas''^ntSstitute  '^labor  and  material". _FJb,±iCS  required  for  the  Corps, 

__0  ~«^n  uisposition  to  be  made  of  the  same  as  the  needs  of  the  service  may- 
demand. 

2.  (1)  The  quartermaster  of  the  Corps  is  charged  with  the  military  and 
administrative  details  of  his  department. 

(2)  It  shall  be  his  duty,  under  the  direction  of  the  commandant,  to  purchase 
and  distribute  to  the  Marine  Corps  all  military  stores,  clothing,  rations,  and 
supplies  requisite  for  its  use;  and  when  supplies  are  obtained  by  the  Marine 
Corps  from  any  other  branch  of  the  Government,  to  reimburse  the  appropria- 
tion of  such  other  branch  concerned  by  a  deposit  to  the  credit  of  such  appro- 
priation or  by  a  transfer  of  funds  in  the  Treasury  Department;  to  furnish  means 
of  transportation  for  the  Marine  Corps,  its  military  stores  and  supplies;  to  erect 
and  repair  public  buildings  authorized  by  law,  and  to  pay  all  incidental  expenses 
of  the  Marine  Corps.  To  meet  such  expenses  he  shall  keep  sufficient  funds  to 
his  official  credit  in  a  public  depository.  To  procure  such  funds  he  shall  from 
time  to  time  submit  to  the  Secretary  of  the  Navy  a  request  for  a  deposit  to  his 
credit  under  the  appropriations  of  the  Corps  such  sums  of  money  as  he  may 
deem  necessary  for  the  payment  of  such  bills.  In  order  to  have  sufficient  funds 
to  his  credit  he  shall,  as  expenditures  are  made,  submit  a  requisition  for  an 
amount  of  money  equal  to  the  total  of  such  expenditures,  accompanying  the 
requisition  with  the  triplicates  of  vouchers  and  a  list  arranged  by  appropria- 
tions, showing  the  amount  of  each  payment  and  to  whom  paid. 

(3)  He  shall  deposit  to  the  credit  of  the  United  States  all  cash  received  by  him 
from  all  miscellaneous  sources,  such  as  sales  of  fuel  to  officers,  sales  of  con- 
demned public  property,  etc. 

(4)  He  shall  transmit  to  the  Auditor  for  the  Navy  Department  and  to  the 
Bureau  of  Supplies  and  Accounts,  on  the  10th  of  each  month,  a  summary  state- 
ment of  all  receipts  and  expenditures  of  funds  for  the  preceding  month. 

(5)  He  shall  transmit  to  the  Auditor  for  the  Navy  Department,  quarterly,  an 
account  current  embracing  all  receipts  and  expenditures  of  funds  for  the  above 
purpose,  accompanied  by  all  vouchers  necessary  to  substantiate  the  accounts. 

(6)  It  is  his  duty  to  invite  proposals  annually  for  supplies  for  the  Marine 
Corps,  and  to  prepare  and  make  contracts  for  the  same,  in  accordance  with  law, 
under  the  direction  of  the  Secretary  of  the  Navy. 

(7)  The  quarters,  barracks,  and  other  public  buildings  provided  for  the  use 
of  officers  and  enlisted  men  of  the  Marine  Corps  are  under  the  direction  of  the 
quartermaster  of  the  Corps,  and  he  shall  make  an  inspection  of  such  buildings, 

(19) 
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and  of  all  other  public  property,  whenever  ordered  by  the  commandant  of  the 
Corps,  reporting  to  the  latter,  in  writing,  the  condition  of  said  buildings  and 
property,  with  recommendations  as  to  changes  and  needed  repairs,  and  an 
estimated  cost  thereof. 

3.  Depots  established   for  the  collection,  manufacture,  and    ^reservation  of 
quarter  Paragraph  3. 

of  the  <  In  line  three,  after  the  word  "Corps  "  strike  out  "."  and  sub- 

dutv  at  stitnte  ","  and  add  "who  will  from  time  to  time  issue  such 

anrf  flip  instructions  as  mav  hp  ^o«aTr  for  the  sruidance  of  officers  in 

duu.  me  ,  Paragraph  4. 

W4  Tn  ^NTbef  preSe?fc  ParagraPh  "(1)"  and  add  "(2)  The  officers  of 
*•  ^  tbe  Quartermaster's  Department  (U.  S.  Army)  shall,  upon  the 
Departn  requisition  of  a  naval  or  marine  officer  commanding  any  detach- 
trations  meut  of  seamen  or  marines  under  orders  to  act  on  shore  in  coop- 
Such  de  eratlou  with  land  troops,  and  during  the  time  such  detachment  is 
anrl  fref  so  acting  or  proceeding  to  act,  furnish  the  officers  and  seamen 
ana  net  With  camp  equipage,  together  with  transportation  for  said  officers 
describn  seamen,  and  marines,  their  baggage,  provisions,  and  cannon,  and 
or  the  ]  sha11  furnish  the  naval  officer  commanding  any  such  detachment 

articles  f?d  h1l?0ne??ssoarT,  aids'  wifch  horses'  accouterments,  and  forage! 

(bee.  113o,  R.  S.) 

should  t  «.(3)   Wlieu  proprietary  articles  are  called  for  they  should  be 

and  no  c        those  of  some  standard  manufacture  or  equal  thereto  in  all  respects 

5.  In  x       and  guaranteed  to  stand  the  same  tests." 

Department  intended  for  consideration  at  Headquarters,  U.  S.  Marine  Corps, 
communications  from  shore  stations  shall  be  addressed  to  the  quartermaster. 

6.  In  relatic  Paragraph  67  ^  nf  C1ir>n  department, 
excepting  as  p       Jn  liueg  ^yQ  and  g.^  substitute  ,<  1905  „  for  (t  19Q4  ,, 

cations  shall  be  aaaresseu  iu  mc  puoi  ^unim^ 

quartermaster  for  reference  to  the  Brigadier  General  Commandant.  In  all 
official  correspondence  the  provisions  of  Article  962,  U.  S.  Navy  Regulations, 
1904,  will  be  observed. 

7.  In  relation  to  matters  nf  fv.^  n,-.^nw ^oafov's  Department  intended  for 
considerate  Paragraph  7. 

in  charge  o]         Iu  lines  four  and  six,  substitute  "  1905  "  f  or  "  1904." 
master,  except  as  prescribed  in  Article  961,  U.  S.  Navy  Regulations,  1904.     In 
all  official  correspondence  the  provisions  of  Article  962,  U.  S.  Navy  Regulations, 
1904,  will  be  observed. 

POST   AND   FIELD    QUARTERMASTERS  AND  ACTING    COMMISSARIES    OF   SUBSISTENCE. 

8.  At  each  post  or  station  in  North  America  there  will,  when  practicable, 
be  one  officer,  to  be  detailed  by  the  Commandant  of  the  Corps  upon  the  recom- 
mendation of  the  commanding  officer  arid  the  quartermaster  of  the  Corps,  who 
will  act  as  post  quartermaster  and  acting  commissary  of  subsistence.  This 
officer  will  be  in  charge  of  and  responsible  for  all  Government  property  thereat, 
including  buildings,  clothing,  arms,  and  accouterments,  and  shall  receive,  issue, 
and  account  for  this  property,  and  in  addition  procure  and  issue  rations  for 
the  command.  At  a  post  where  there  is  an  assistant  quartermaster  he  will 
discharge  this  duty. 

9.  At  posts  and  stations  outside  of  North  America  where  there  is  no  officer 
of  the  Quartermaster's  Department  on  duty,  the  commanding  officer  of  marines 
will  nominate  (by  cable,  if  urgent)  the  post  quartermaster  and  acting  commis- 
sary of  subsistence,  the  detail  to  be  made  by  the  Commandant  of  the  Corps.  Or 
where  the  duties  to  be  performed  make  it  necessary  he  may  also  nominate, 
under  the  same  condition,  another  officer  as  an  acting  commissary  of  subsist- 
ence, which  officer  will  attend  to  the  procurement,  inspection,  and  issue  of  all 
rations  for  the  command. 


Paragraph  10. 

Number  the  present  paragraph  ''(1)"  and  add  "(2)  Officers  of 
the  Marine  Corps  occupying  public  quarters  supplied  with  light, 
water,  and  heat  from  a  Government  plant  will  be  required  to  re-     rtermaster 
imburse  the  department  supplying  the  service  for  the  cost  of  same     ermaster's 
in  accordance  with  bills  rendered  by  the  head  of  such  department.       receiving 
Kevs  of  the  meters  will  be  kept  in  the  possession  of  the  post  quar-  ■ 

termaster  who  will  collect  monthly  from  each  officer  the  cost  of      ^^^i  b 
the  lighting,  water,  and  heat  used  in  the  quarters.     The  money 
so  collected  will  promptly  be  transmitted  to  the  paymaster  of  the      iter,  while 
navy  yard  or  station  to  be  credited  to  the  proper  appropriation      ,  required 
together  with  a  statement  giving  the  names  of  the  officers,  amount 
of  light,  water,  and  heat  consumed,  the  rate  charged  and  the      lJ  "">!**' 
amount  collected  therefor.     Payment  for  such  service  furnished      tion  with 
for  barracks  use  will  be  made  by  the  Quartermaster  of  the  Corps        general, 
by  transfer  of  appropriations  in  the  Treasury  on  proper  vouchers        quarter- 
f  rom  the  head  of  the  department  supplying  the  service  with  a  cer- 
tificate  thereon  by  the  post  quartermaster  that  the  services  have       "  ^™lLL 
been  rendered  as  charged."  his  office. 

«  iiu^  umvci  uui/aucu  «,»  pubt  quartermaster  will  be  subject  to  the  same  regu- 
lation. 

12.  Whenever,  in  accordance  with  the  provisions  of  the  contract,  rations  or 
component  parts  thereof  are  purchased  in  the  open  market,  to  be  charged  to 
the  account  of  the  contractor,  the  post  quartermaster  will  promptly  notify  the 
quartermaster  of  the  Corps  by  letter. 

13.  At  posts  where  there  is  no  post  quartermaster  detailed,  all  duties  assigned 
him  by  these  regulations  will  be  performed  under  the  personal  supervision  of 
the  commanding  officer. 

14.  Where  troops  are  assembled  for  field  service  there  will  be  but  one  account- 
able officer  for  each  brigade,  regiment,  or  separate  battalion,  and  he  will  account 
for  all  quartermaster's  and  subsistence  supplies  in  the  possession  of  the  com- 
mand of  which  he  is  quartermaster. 

Paragraph  15.  ter  is  serving,  each  one  charged 

0j.  .,  ..  .  H HI mlies'Xrill _ account  for  the 

Strike  out  entire  paragraph.  ^-  ^s. 

10.  Officers  commanding  companies  or  detachments  will  be  furnished  by  the 
proper  quartermaster,  on  approved  requisitions.,  with  the  necessary  authorized 
quartermaster's  supplies;  and  for  ail  such  supplies  such  commanding  officers 
will  give  memorandum  receipts  to  the  accountable  officer,  wiio  will  continue 
to  bear  the  supplies  on  his  returns  until  they  have  been  transferred  or  expended 
and  duly  accounted  for  as  required  by  these  regulations.  Officers  commanding 
companies  or  detachments  temporarily  absent  from  posts,  camps,  etc.,  will  con- 
tinue responsible  to  quartermasters  from  whom  supplies  have  been  procured  on 
memorandum  receipts. 

17.  When  a  change  in  command  or  responsibility  takes  place  the  memorandum 
receipts  will  be  returned  by  the  quartermaster  when  he  becomes  possessed  of 
new  receipts  from  the  officer  who  succeeds  to  the  responsibility  for  the  property. 
In  case  of  any  discrepancy  at  the  time  of  transfer  of  property  a  board  of  survey 
will  be  requested  properly  to  fix  the  responsibility.  In  the  case  of  clothing  the 
issue  sheets  will  be  signed  and  closed  by  the  responsible  officer  before  he  hands 
them  to  the  accountable  officer. 

18.  Ten  days  prior  to  the  expiration  of  each  cmartAr  £h«  ^W^i^n-  k.,,^  cV^ofo 

Paragraph  18. 
Strike  out  entire  paragraph. 

pany  me  accountable  officer's  returns,  the  other  l)eiiig]TT!liiu4»Jjx_ham-  The 
above  is  on  the  assumption  that  no  clothing  will  be  issued  after  the  20th  of  the 
month  precedi  g  the  en'1  of  the  quarter. 

11).  When  surveys  become  necessary  on  any  property,  including  clothing,  in 
the  hands  of  a  responsible  officer,  he  will  at  once  notify  the  accountable  officer, 
who  will  take  steps  to  have  a  board  convened. 
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20.  An  officer  of  the  Marine  Corps,  ordered  as  acting  commissary  of  subsist- 
ence, who  has  in  his  charge  subsistence  stores  belonging  to  the  Subsistence 
Department  of  the  Army,  will  render  returns  for  such  stores  to  the  Commissary 
General  of  Subsistence,  United  States  Army,  "Washington,  D.  C,  as  prescribed 
in  Army  Regulations ;  but  when  subsistence  stores  are  transferred  by  the  Sub- 
sistence Department  of  the  Army  to  the  Marine  Corps,  on  invoices  with  certified 
money  values,  such  stores  become  the  property  of  the  Marine  Corps  and  returns 
therefor  will  be  rendered  to  the  quartermaster  of  the  Marine  Corps. 

QUARTERMASTER  SERGEANTS. 

21.  Quartermaster  sergeants  will  be  detailed  for  duty  at  posts  according  to 
the  strength  of  the  command.  They  will  be  mustered  in  the  office  of  the  post 
quartermaster  and  rjerform  thp.ir  dnties  i-mrW  his  direction. 


22.  At 


Paragraph 


Governme  Strike  out  entire  paragraph  and  substitute  "At  posts  where 
furniture,  two  or  more  quartermaster  sergeants  are  stationed  they  will  be 
property  assigned  such  duties  as  the  post  quartermaster  may  deem  for  the 
of  delivpr^  best  interests  of  nis  department.     Other  enlisted  men  may,  if 
-vi \    I'  necessary,  be  detailed  to  assist  the  post  quartermaster.     A  quar- 
will  be  h<  termaster  sergeant  will  be  present  at  the  receipt  and  issue  of  all 
charge.     '  property;  he  will  inspect  and,  if  possible,  weigh  or  measure  ra- 
connected  tions,  fuel  and  forage  at  time  of  delivery;  he  will  be  in  charge  of 
master  se  storerooms,  including  the  one  for  rations,  and  will  be  held  respon- 
se. Slble  for  the  condition  and  security  of  all  property  in  his  charge, 
tor  such  i  Only  in  cases  of  emergency  will  a  quartermaster  sergeant  on  duty 
sergeants  at  a  post,  camp,  or  garrison  be  required  to  perform  any  duty  out- 
respectiv*  s!^e  the  Quartermaster's  Department  of  such  post,  camp,  or  gar- 
rison  ' ' 

23.  WLcic  tiiei'e  is  umy  one  quartermaster  sergeant,  the  above-named  duties 

will  be  pe-*~ ~J  1     '  -  Paragraph  23. 

detailed  t( 

their  duti<         Strike  out  entire  paragraph. 

peace  these  men  will  not  be  diverted  from  their  assighed  duties. 

ACCOUNTABILITY   AND  RESPONSIBILITY— GENERAL  PROVISIONS. 

24.  Accountability  and  responsibility  devolve  upon  any  person  to  whom  Gov- 
ernment property  is  intrusted  and  who  is  required  to  make  returns  therefor. 
Responsibility  without  accountability  devolves  upon  one  to  whom  such  property 
is  intrusted,  but  who  is  not  required  to  make  returns  therefor.  Thus,  with  respect 
to  quartermaster's  supplies  intrusted  to  a  company  or  detachment  commander 
serving  in  a  brigade,  regiment,  or  battalion,  responsibility  but  not  accounta- 
bility attaches.  In  the  cases  of  companies  or  detachments  serving  independently 
at  stations  distant  from  the  brigade,  regiment,  or  battalion,  the  accountability 
as  well  as  responsibility  will  devolve  upon  the  commanding  officer  of  such 
company  or  detachment,  and  the  returns  for  the  property  will  be  made  to  the 
quartermaster  from  whom  the  supplies  have  been  obtained,  whx>  will  audit  the 
same. 

25.  Every  officer  and  noncommissioned  officer  who  receives  Government 
property  will  be  held  accountable  for  the  same  until  his  final  returns  of  such 
property  have  been  received  and  examined.  Upon  the  completion  of  such 
examination  he  will  be  notified  of  the  result  by  the  quartermaster  of  the  Corps. 

26.  The  officer  in  permanent  or  temporary  command  of  a  post,  station,  or 
detachment  is  responsible  for  the  security  of  all  Government  property  thereat, 
whether  in  use  or  in  store,  and  although  for  purposes  of  periodical  accounta- 
bility to  the  proper  authority  all  such  property  may  have  been  officially  receipted 
for  by  subordinate  officers,  the  commanding  officer  is  nevertheless  responsible 
and  liable  with  them  for  the  strict  observance  of  the  regulations  in  regard  to  its 
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preservation, [use,  and  issue.  He  will  take  care  that  all  storehouses  and  rooms 
are  secure  and,  when  advisable,  properly  guarded,  that  only  reliable  agents  are 
employed,  and  trustworthy  enlisted  men  detailed  for  duty  in  connection  with 
such  property,  and  no  issue  of  the  same  will  be  made  without  his  approval. 
All  property  will,  where  possible,  be  stamped  or  branded  with  the  letters 
U.  S.  M.  C. 

27.  The  property  responsibility  of  an  officer  can  not  be  transferred  to  enlisted 
men.  It  is  the  duty  of  such  officer  personally  to  attend  to  its  security,  and  to 
superintend  all  issues,  or  cause  them  to  be  superintended  by  a  commissioned 
officer.  The  keys  of  storerooms  or  chests  will  not  be  intrusted  to  enlisted  men 
or  civilians  without  great  vigilance  on  the  part  of  the  accountable  officer,  and 
every  reasonable  precaution  will  be  taken,  including  frequent  personal  inspec- 
tions and  the  taking  of  quarterly  inventories,  to  prevent  loss  or  damage. 

28.  The  giving  and  taking  of  receipts  in  blank  for  Government  property  is 
prohibited. 

29.  All  Government  property,  whether  paid  for  or  not,  must  be  accounted 
for  on  the  first  return  rendered  after  its  receipt.  When  an  officer  to  whom 
stores  have  been  forwarded  believes  them  to  have  miscarried  he  will  promptly 
inform  the  issuing  officer.  Vouchers  for  issues  or  expenditures  of  property  not 
authorized  by  regulations  will  be  accompanied  by  copies  of  the  orders  directing 
the  issues  or  expenditures. 

30.  Should  any  person  charged  with  Government  property,  excepting  depot 
quartermasters  who  are  allowed  thirty  days,  fail  to  prepare  and  forward  the 
prescribed  returns  thereof  not  later  than  twenty  days  after  the  end  of  each  month 
or  quarter,  a  settlement  of  his  accounts  may  be  made  by  the  Quartermaster's 
Department,  and  the  money  value  of  the  property  with  which  he  is  charged 
reported  against  him  for  stoppage. 

31.  All  officers  transferring  Government  property  will  make  a  combination 
invoice  and  receipt  thereof  in  duplicate,  specifying  the  number  or  quantity  in 
words  and  figures,  the  class  and  condition  of  each  article,  which  will  be 
delivered  to  the  officer  to  whom  the  transfer  is  made.  The  prices  of  all 
articles  which  are  not  included  in  the  annual  General  Order  will  also  be 
stated  on  the  invoice.  Where  articles  are  issued  upon  requisition  and 
are  sent  to  persons  at  a  distance,  the  invoice  transmitted  will  be  a  full 
account  of  the  articles,  in  which  the  marks,  numbers,  and  contents  of  each  box 
or  package  are  described.  All  classes  of  property,  except  stationery  and  ord- 
nance stores  belonging  to  the  Navy  may  appear  on  the  same  invoice  and  receipt. 

32.  Receipts  for  Government  property  will  be  made  in  duplicate.  To  be 
admissible  as  vouchers  to  accounts,  they  must  be  signed  by  an  officer  or  non- 
commissioned officer  duly  authorized  to  receive  public  property.  Under  no  cir- 
cumstances can  noncommissioned  officers  (except  when  in  charge  of  guards)  or 
privates  receipt  for  property  and  thus  become  responsible  parties. 

33.  By  means  of  the  invoices  and  receipts,  which  are  the  vouchers,  the 
whole  system  of  accountability  is  conducted,  and  if  these  are  properly  prepared, 
no  matter  how  complicated  an  account  may  appear,  its  settlement  will  be  com- 
paratively easy.  Hence  it  is  essential  that  special  care  should  always  be  taken 
by  all  persons  to  give  and  receive  the  proper  vouchers  at  the  time  property  is 
transferred  to  or  by  them. 

34.  On  receiving  Government  property  the  person  to  whom  it  is  sent  will, 
within  twenty-four  hours  after  receipt,  carefully  examine  the  same  in  the 
presence  of  an  officer  or  noncommissioned  officer,  in  order  that  receipts  may 
be  forthwith  transmitted  to  the  officer  who  invoiced  the  articles.  To  lessen  the 
danger  of  loss,  all  invoices  and  receipts  of  whatever  description  will  be  sent 
direct  to  the  person  concerned  and  not  through  official  channels. 
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35.  Should  there  be  any  discrepancy  between  the  quantity  received  and  that 
stated  in  the  invoice  or  bill  of  lading,  or  should  any  of  the  stores  be  damaged  or 
lost  in  transportation,  the  person  to  whom  they  were  addressed  will  report  imme- 
diately to  his  commanding  officer,  and  request  a  board  of  survey  to  decide  the 
extent  of  loss  or  damage  and  on  whom  the  responsibility  rests.  On  the  receipt  of 
stores,  if  the  person  to  whom  they  are  consigned  has  reason  to  believe  from  the 
appearance  of  any  package  that  it  has  been  tampered  with,  he  should  at  once  have 
the  box  or  parcel  weighed,  before  opening,  to  ascertain  if  it  corresponds  with  the 
weight  marked  thereon,  and  if  a  discrepancy  is  found  to  exist,  it  will  be 
reported,  as  above,  for  the  consideration  of  a  board  of  survey.  Boards  of  survey 
in  their  reports  should  state  whether  or  not  the  package  had  the  appearance  of 
having  been  tampered  with  and  the  weight  was  correct. 

36.  Where  articles  are  furnished  carefully  packed  in  boxes  or  packages,  and 
it  is  not  advisable  to  open  them,  the  property  may  be  receipted  for  as  invoiced, 
that  is,  treated  as  "original  packages  subject  to  count,"  if  the  boxes,  as  received 
and  marked,  agree  with  the  invoice  and  appear  rightly  marked  and  in  good 
order.  Whenever  they  are  opened  it  shall  be  in  the  presence  of  an  officer,  or 
when  one  is  not  available  a  noncommissioned  officer,  and  their  contents  will 
then  be  compared  with  the  invoice,  and  if  found  to  vary  from  it,  a  board  of 
survey  will  be  at  once  requested  to  authenticate  the  facts.  Such  a  receipt  is 
called  a  "qualified  receipt." 

37.  On  board  ship  the  clothing,  arms,  accouterments,  and  other  Government 
property  will  be  received  and  accounted  for  by  the  officer  or  noncommissioned 
officer  who  commands  the  guard. 

38.  An  officer  in  charge  of  Government  property  can  not  delegate  any  part  of 
his  responsibility  to  an  assistant.  All  articles  drawn  upon  the  requisition  of 
an  officer,  or  received  upon  the  exchange  of  invoices  and  receipts,  without  a 
requisition,  stand  charged  to  him,  and  he  is  held  accountable  for  the  money 
value  of  any  article  lost  through  the  negligence  of  a  subordinate. 

39.  An  officer  who  has  receipted  for  Government  property  is  personally 
and  pecuniarily  accountable  therefor,  yet  as  it  is  the  duty  of  the  commanding 
officer  to  see  that  the  best  arrangements  are  made  for  the  security  and  safety 
of  such  property,  the  officer  in  charge  of  it  at  a  post  should  be  allowed  to 
designate  the  noncommissioned  officers  (other  than  the  quartermaster  sergeant) 
or  privates  he  wishes  detailed  to  assist  him. 

BARRACKS   AND   QUARTERS. 

40.  The  post  quartermaster  shall  have  numbered  the  rooms  of  officers' 
quarters  at  every  post  in  a  regular  series.  The  rooms  of  the  enlisted  men  shall 
likewise  be  numbered. 

41.  An  officer  reporting  for  duty  at  a  post  will,  immediately  upon  his  arrival, 
make  written  application  to  the  commanding  officer  for  quarters,  the  applica- 
tion to  be  accompanied  by  a  copy  of  the  order  directing  him  to  report  at  the 
station.  The  commanding  officer  will,  upon  the  receipt  of  this  application,  refer 
the  same  to  the  post  quartermaster  for  action  and  with  instructions  to  allot,  if 
available,  such  quarters  as  the  rank  of  the  officer  entitles  him  to  occupy,  and 
promptly  report  the  allotment  made  to  the  quartermaster  of  the  Corps  in 
writing. 

42.  If  there  are  no  available  quarters  the  fact  will  be  immediately  reported 
to  the  quartermaster  of  the  Corps  by  the  commanding  officer,  with  the  request 
that  authority  be  granted  for  the  hire  of  quarters  for  the  officer  concerned 
from  the  date  when  he  became  entitled  to  occupy  them.  The  officer's  applica- 
tion and  a  copy  of  his  orders,  with  all  indorsements  thereon,  must  accompany 
the  request  of  the  commanding  officer. 
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43.  If  the  officer  reporting  is  to  be  the  commanding  officer  and  there  are  no 
public  quarters  available,  he  will  himself  make  application  to  the  quarter- 
master of  the  Corps  for  authority  to  hire  suitable  quarters  for  his  accommoda- 
tion; transmitting  at  the  same  time  a  copy  of  his  orders  to  report  at  the  station, 
with  all  indorsements  thereon. 

44.  An  officer  will  not  occupy  more  than  his  proper  allowance  of  quarters 
except  by  permission  of  the  commanding  officer,  and  only  when  there  is  an 
excess  of  quarters  at  the  station.  Such  occupancy  will  be  regarded  as  temporary 
and  the  fact  reported  to  the  quartermaster  of  the  Corps.  The  allowance  of  quar- 
ters will  be  reduced  pro  rata  by  the  commanding  officer  when  the  number  of 
officers  and  troops  present  makes  it  necessary. 

45.  Officers  on  duty  with  troops  where  there  are  public  quarters  will  be  fur- 
nished them  in  kind.  An  officer's  right  to  quarters  is  solely  one  of  occupancy ; 
when  he  and  his  family  cease  to  occupy  them,  except  in  case  of  temporary 
absence,  they  are  open  to  selection  by,  and  reassignment  to,  some  other  officer 
on  duty  at  the  post. 

46.  When  assigned  to  duty  without  troops  or  awaiting  orders  for  the  conven- 
ience of  the  Government,  officers  will  be  entitled  to  commutation  of  quarters,- 
but  in  no  case  will  they  be  furnished  quarters  at  two  stations  at  the  same  time. 

47.  At  all  posts  where  the  barracks  and  quarters  are  sufficient  for  the  purpose, 
the  following  regulations  will  govern  their  assignment  and  occupation: 

(1)  Permanent  quarters  will  be  assigned  to  the  field  and  staff  officers  of  the 
garrison. 

(2)  Quarters  for  other  officers  will  be  assigned  according  to  rank. 

48.  At  posts  or  stations  where  the  provisions  of  the  above  regulation  can  not 
be  applied,  officers  may  make  selection  of  quarters  in  accordance  with  their 
rank,  but  the  commanding  officer  may  direct  that  they  confine  their  selection 
to  buildings  located  near  their  troops.  An  officer  may  select  quarters  occupied 
by  a  junior,  but  will  not  displace  a  junior  if  there  be  quarters  suitable  to  the 
rank  of  the  senior  available,  with  equal  conveniences  and  accommodations. 
When  an  officer  has  made  his  choice  he  must  abide  by  it,  and  shall  not  again  dis- 
place a  junior  unless  he  himself  is  displaced  by  a  senior.  The  particular  rooms 
which  constitute  a  set  of  quarters  will  be  designated  by  the  quartermaster  of 
the  Corps.     Officers  will  not  choose  rooms  belonging  to  different  sets. 

49.  The  allowance  of  quarters  to  which  an  officer  is  entitled  when  on  duty 
may  be  continued  in  kind,  at  his  proper  station,  during  the  period  for  which 
the  law  permits  him  to  be  absent  without  reduction  of  pay  and  allowances. 
An  officer  under  suspension  has  the  same  right  to  quarters  as  wiien  on  duty 
status,  if  present  at  the  post. 

50.  At  a  post  a  room  may  be  set  aside  as  a  mess  room  when  a  majority  of  its 
officers  unite  in  a  mess,  but  never  when  the  officers  to  be  accommodated  are  less 
than  three  in  number. 

51.  Officers  are  held  accountable  that  the  quarters  occupied  by  themselves,  or 
by  enlisted  men  under  their  command,  shall  not  sustain  any  damage  beyond  the 
ordinary  wear  and  tear  during  such  occupancy,  and  for  any  damage  due  to  care- 
lessness, willfulness,  or  neglect,  the  officer  occupying  the  quarters  or  the  post 
quartermaster,  as  the  case  may  be,  shall  be  accountable.  Permanent  or  tempo- 
rary exterior  or  interior  alterations,  modifications  of,  or  additions  to  barracks  or 
officers'  quarters  will  not  be  made  without  the  authority  of  the  quartermaster 
of  the  Corps. 

52.  When  quarters  are  to  be  allotted,  an  inspection  of  them  will  be  made  by 
the  post  quartermaster,  and  in  case  repairs  and  improvements  are  advisable,  a 
board  of  survey  will  be  requested  to  determine  the  work  to  be  done  and  the  cost 
thereof.  A  like  inspection  of  quarters  will  be  made  whenever  vacated,  and  a 
similar  survey  be  requested  when  necessary. 
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53.  Officers  who  are  awaiting  orders  for  their  own  convenience  are  not  enti- 
tled to  quarters  in  kind  or  commutation  therefor. 

54.  An      °°  '   ~    -L~Li —  xxxV.^-^  tlioro   are   no   rmhlin 

quarters,  Paragraph  55. 

therefor  .Adf  "An  officer  on  sick  leave  is  entitled  to  public  quarters  at 

55.  O  hlS  !*?tlon  d*n?S  the  Period  of  sick  leave,  not  excledinl  sK 
but  must  n10DihS'  P^1^  he  °T  his  fcmily  occupy  them.     He  m^hold 

56    Oh.  ^arters  onl7  while  he  is  personally  an  occupant. »     7 

where  public  quarters  are  not  furnished,  but  where  enlisted  men  are  on  duty  as 
guards,  orderlies,  clerks,  and  messengers,  and  recruiting  officers  at  city  stations, 
are  regarded  as  being  on  duty  without  troops,  within  the  meaning  of  the  laws 
and  regulations,  and  are,  therefore,  entitled  to  commutation  of  quarters. 

57.  An  officer  does  not  lose  his  right  to  quarters  or  commutation  at  his  perma- 
nent station  by  a  temporary  absence  on  duty.  While  he  continues  to  hold  that 
right  and  exercises  it  by  constructive  occupation  or  use  of  any  kind,  he  can  not 
legally  demand  quarters  or  commutation  at  any  other  station.  Exceptions  to 
this  rule  can  be  made  only  by  the  Commandant  of  the  Corps.  Officers  tempo- 
rarily absent  on  duty  in  the  field  shall  not  lose  their  right  to  quarters,  or  com- 
mutation  therefor,  at  their  permanent  station  while  so  temporarily  absent. 

58.  Reimbursement  to  an  officer  of  nis  actual  traveling  expenses  abroad,  or 
payment  of  mileage  in  the  United  States,  while  temporarily  absent  from  his 
regular  station  on  duty,  does  not  deprive  him  of  his  right  to  quarters  at  his 
proper  station,  or  the  hire  or  commutation  therefor  at  established  rates.  (Dec. 
Compt.,  September  30,  1902.) 

59.  An  officer  attached  to  a  vessel  of  the  Navy  temporarily  absent  on  duty  at 
a  shore  station  is  entitled  to  quarters  or  the  hire  or  commutation  of  same,  as  the 
facts  may  warrant.     (Dec.  Compt.,  March  21,  1903.) 

FURNITURE. 

60.  The  post  quartermaster  will  enter  on  the  quarterly  return  of  Marine 
Corps  property  an  account  of  each  article  of  furniture  provided  by  the  Govern- 
ment in  the  quarters  and  offices  occupied  by  the  commanding  officer  and  the 
officers  under  his  command.  The  account  will  be  entered  according  to  rooms, 
beginning  with  the  commanding  officer's  quarters.  No  article  of  furniture 
shall  be  removed  from  the  room  for  which  intended  without  permission  from 
the  post  quartermaster,  and  the  furniture  placed  in  each  room  will  be  distinctly 
marked  as  follows :  Parlor  furniture,  P ;  dining-room  furniture,  D ;  hall  furni- 
ture, H;  bath-room  furniture,  B;  kitchen  furniture,  K;  chamber  furniture,  C  1, 
C  2,  C  3  (according  to  number  of  rooms) ;  pantry,  Py;  laundry,  Ly,  etc. 

61.  When  allotting  quarters  itemized  memorandum  receipts  of  all  the  furni- 
ture in  the  quarters  about  to  be  occupied  by  them  will  be  required  from  all 
officers  and  given  to  the  post  quartermaster.  On  this  receipt  will  be  shown 
any  defect  or  deficiency  in  the  articles  enumerated.  The  officers. taking  quarters 
should  retain  a  copy  of  this  receipt.  Officers  are  advised  carefully  to  inspect 
the  condition  of  the  quarters  assigned  and  their  contents  previously  to  signing 
the  receipt. 

62.  When  an  officer  is  to  be  detached  or  leave  his  quarters,  he  will  be  required 
to  place  the  furniture  in  the  apartments  to  which  it  belongs,  if  not  already 
there,  and  a  board  to  take  an  inventory  and  report  in  duplicate  upon  its 
condition  will  then  be  ordered  by  the  commanding  officer.  The  last  occupant 
shall  deliver  to  the  board  every  article  receipted  for  by  him ;  any  missing  article 
must  be  accounted  for,  and  upon  the  delivery  of  all  furniture  as  above  stated 
the  memorandum  receipt  given  by  him  to  the  officer  in  charge  of  furniture  shall 
be  canceled.       The  inventory  report  should  state  what  if  any  damage  has 
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occurred  to  the  furniture  while  in  charge  of  the  officer  turning  it  over  and  the 
original  of  the  report  should  be  forwarded    o  the  quartermaster  of  the  Corps. 

63.  When  any  article  of  furniture  is  surveyed  the  judgment  of  the  board  will 
be  entered  on  the  return  under  the  head  of  "Remarks,"  and  when  authority  is 
received  from  the  quartermaster  of  the  Cbrps  to  replace  any  article  condemned, 
the  new  article  will  be  entered  on  the  return.  Where  articles  at  a  post  are 
recommended  to  be  repaired  or  replaced,  an  estimate  of  the  probable  cost  will 
be  given  in  the  report  of  the  board  of  survey. 

64.  No  article  of  furniture  will  be  sola,  or  destroyed  except  upon  the  recom- 
mendation of  a  board  of  survey  duly  approved.  When  so  disposed  of  an  entry 
detailing  all  facts  will  be  made  on  the  return  in  the  column  of  "Remarks." 

SUPPLIES   OF   CLOTHING,  ETC. 

65.  When  clothing  is  needed  for  issue  to  the  men  the  necessary  articles  will 
be  procured  by  officers  and  noncommissioned  officers  in  charge  of  clothing  upon 
dated  requisitions,  approved  by  their  commanding  officers,  on  the  assistant 
quartermasters  in  charge  of  such  property.  Only  such  articles  and  sizes  shall 
be  required  for  as  are  specified  in  the  annual  order  establishing  prices  of 
clothing,  etc.  The  number  and  sizes  of  the  quantity  on  hand,  if  any,  of  the 
articles  required  for  will  be  entered  on  the  requisition. 

66.  Tables  showing  the  proportions  of  sizes  to  each  one  hundred  of  the  vari- 
ous articles  of  uniform  clothing  will  be  printed  annually  in  the  order,  specifying 
prices,  etc. 

67.  Should  any  of  the  sizes  of  clothing  specified  in  these  tables  prove  inade- 
quate, measurements  stated  upon  prescribed  blanks  will  be  forwarded  to  the 
assistant  quartermaster,  Philadelphia,  Pa.  Issues  of  garments  of  larger  sizes 
than  are  actually  needed  for  the  purpose  of  alteration  will  not  be  made. 

68.  In  order  to  avoid  the  expense  of  transporting  the  articles  in  small  quan- 
tities, officers  and  noncommissioned  officers  at  shore  stations  in  the  United 
States  in  charge  of  clothing  and  other  stores,  when  making  requisitions,  will 
require  for  the  articles  needed  in  quantities  sufficient  to  last  them  at  least  three 
months;  those  in  charge  of  Government  property  outside  of  the  limits  of  the 
United  States,  who  are  not  supplied  by  the  depot  quartermaster,  U.  S.  Marine 
Corps,  at  Cavite,  P.  I.,  will  require  for  the  articles  needed  in  quantities  sufficient 
to  last  them  at  least  six  months.  Requisitions  from  ships  will  be  based  upon 
the  probable  duration  of  the  cruise,  except  those  on  the  North  Atlantic  Station, 
from  which  a  six  months'  supply  will  be  called  for.  A  copy  of  all  requisitions 
will  be  kept  by  the  officers  and  noncommissioned  officers  making  them  in  the 
book  furnished  for  that  purpose,  so  that  the  articles  may  not  be  required  for 
more  than  once. 

69.  Officers  and  noncommissioned  officers  in  charge  of  clothing,  etc.,  will 
submit  all  estimates  or  requisitions  for  supplies  which  they  may  require  to 
their  immediate  commanding  officers  for  revision  and  approval  prior  to  their 
being  forwarded  to  the  officer  from  whom  the  supplies  are  to  be  obtained.  It  is 
the  duty  of  commanding  officers  carefully  to  examine  these  requisitions  and 
satisfy  themselves  that  the  articles  enumerated  therein  are  actually  required, 
and  that  the  lists  embrace  all  that  is  needed  for  the  time  estimated.  On  foreign 
stations  requisitions  will  be  sent  through  the  commanding  officer  of  the  vessel 
to  the  marine  officer  of  the  fleet,  by  whom,  after  examination  and  approval, 
they  will  be  forwarded  to  their  destination  through  the  proper  channels.  In 
the  absence  of  the  flagship,  where  the  needs  of  the  men  will  not  admit  of  delay, 
requisitions  may  be  forwarded  direct  through  the  commanding  officer  of  the 
vessel. 
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70.  Should  any  officer  or  noncommissioned  officer  have  a  supply  of  stores 
exceeding  that  which  may  be  necessary  for  the  use  of  the  guard,  a  list  of  the 
articles  in  excess  will  be  forwarded  ]to  the  marine  officer  of  the  fleet,  noting 
their  condition,  and  in  the  case  of  clothing  the  sizes.  Officers  and  noncommis- 
sioned officers  having  a  surplus  on  hahd  may,  with  their  commanding  officers' 
approval,  furnish  others  with  articles  necessary  for  immediate  use,  always 
taking  receipts  in  duplicate  therefor. 

71.  Purchases  of  clothing  on  foreign  stations  are  prohibited,  unless  they 
become  indispensably  necessary  for  immediate  use  of  the  guard,  and  then  not 
without  the  express  sanction  of  th^  commanding  officer  of  the  vessel.  When 
clothing  is  so  procured,  a  list  of  the  articles,  the  cost  of  each,  and  the  names  of 
the  men  requiring  the  articles,  will  be  reported  to  the  commanding  officer  with 
the  request  that  it  be  forwarded  to  the  paymaster  of  the  ship  for  checkage 
against  the  accounts  of  the  men.  A  duplicate  list  will  be  at  once  forwarded  to  the 
quartermaster  of  the  Corps.  Care  shall  be  taken  that  all  such  articles  purchased 
be,  as  nearly  as  possible,  of  the  same  design,  quality,  and  color  as  those  fur- 
nished by  the  Government ;  and  only  the  quantity  sufficient  to  meet  the  existing 
necessity  shall  be  purchased.  If  by  wreck  of  vessel,  destruction  by  fire,  or  other 
reason  whereby  it  becomes  necessary  to  procure  at  once  uniform  clothing  for  a 
marine  guard  of  a  vessel,  or  a  detachment  serving  on  shore,  where  it  would  be 
impracticable  to  make  requisition  on  an  assistant  quartermaster,  an  adjacent 
post,  or  guard  of  another  vessel,  the  officer  or  noncommissioned  officer  in  charge 
of  such  guard  or  detachment  may  purchase,  under  emergency,  for  immediate 
use,  such  clothing  as  may  be  absolutely  required  for  the  health  and  comfort  of 
the  men.  Such  clothing  when  issued  will  be  charged  at  the  prices  paid  for  the 
articles.  Clothing  so  provided  must  conform  as  nearly  as  possible  to  the 
regulation  uniform. 

72 .  Supplies  of  clothing  procured  from  the  Army  will  be  charged  on  issue  at 
the  invoice  prir  Paragraph  73 

73.  On  the  G.   :1 

charge  of  clotl  each  month  X!^ ^ara8laPh  and  substitute  <<  On  the  last  day  of 

tt   -4.   i  Q*  4.  i  m  .montn  th,e  officer  or  noncommissioned  officer  in  charge  of 

United  States,  clothing  at  each  post  and  on  board  each  ship  of  the  Navv  tin 

pare  and  pron  prepare,  and  promptly  forward,  a  statement  in  duplicate  s'hTw 

sizes  of  all  art  J**  t]f  <^ntity  and  sizes  of  all  articles  of  clothing  on  hand-  one 

termaster  of  1  £%*£^^J^^                              °f  the  CorPs'  ^  ™ 

-r>         4ill  , ■     e  as^stant  quartermaster  upon  whom  requisitions  for  sun 

Pa.     At  the]  plies  are  usually  made.     The  depot  quartermaster  at  Philadelphfa 

clothing  is  m  will  forward  to  the  Quartermaster  of  the  Corps  a  weekly  sta te 

and  accurate  ™»±f  clothing  on  hand;  and  also  a  report  of  goods  received 

on  the  face  of      ^Sv^i^^i^  ?***?*■     T^?  dep0t  «rmaster  at 
*  i  +     4.1  \  rancisco  will  forward  semi-monthly,  and  the  depot  Quarter 

forward  to  tl      master  at  Cavite  monthly,  statements  of  clothing  on  hand   tc the 
hand ;  and  al      Quartermaster  of  the  Corps. "  '  e 

Care  will  be  taken  in  preparing  tnese  statements  as  rrequenc  reierence  is  luttue 
thereto. 

ISSUES  TO  ENLISTED   MEN.  "" 

74..  Every  person  charged  with  clothing  at  shore  stations  and  on  board  ship, 
when  making  issues  of  same,  will  take  duplicate  receipts  therefor,  on  the  receipt 

rolls,  one  copv  *-<->  v>o  +-.-o„ _^4-4.~,n  ~~  ~ 1  - 

'     ,  ,  Paragraph  74. 

retained  by 

own  protect  In  line  ten,  after  the  word  "officer  ",  strike  out  and  substitute 
officer  othei  "  Except  in  cases  of  emergency  or  to  make  necessary  issues  to  re- 
cruits, the  clothing  room  will  only  be  open  for  issues  two  days  in 
noiicommiss  each  month>  or  one  ^ay  each  two  weeks.  A  permanent  issue  day 
shall  attest  wm  ke  established  by  the  accountable  officer  and  approved  by  the 
lineations  o  commanding  officer  of  the  post,  command  or  guard." 
when  made  Sx^tn^  m  an  cases  ue  initialed  dv  tne  issuing  officer.     Commanding 
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officers  shall  designate  certain  days  for  the  issue  of  clothing  to  enlisted  men  of 

the  command,  which  shall  not  he  de3zio±^  £»~- J  "  ergency. 

Paragraph  76.  E  clothing 

In  line  two.  after  the  word-men^in^/Z^th^reoruife      d  may  be 
in  the  first  six  months  of  f™f>™??£     'ace  garments  dis- 

=^Z£B  g~  S-S  ST^  3m     ^he 

marine  will  be  ^edited  on  the  clotnmg  tQ  M_ 

Sr^KtsS^in^r^nn^  estahlishing  prices    —ly 

of  clothing,  etc."  n,Fcanii^  xnereOn,  and  the  sum  total  of 

an  amounts  will  also  be  inserted  at  the  bottom  of  each  receipt  roll. 

78.  At  every  approaching  pay  day  all  persons  in  charge  of  clothing,  arms,  etc. , 
will  carefully  review  their  accounts  of  issues  in  excess  of  allowance  and  losses 
chargeable  to  the  men,  and  cause  the  articles  charged  against  each  individual  to 
be  noted  opposite  his  name  on  the  pay  roll  as  a  guide  for  the  paymaster.  The 
money  value  of  excessive  issues  will  not  exceed  in  any  one  month  the  monthly 
pay  of  the  soldier,  except  in  cases  of  absolute  necessity,  which  must  be  certified 
to  by  the  issuing  officer  on  the  receipt  roll.  All  losses  to  the  Government  by 
reason  of  failure  to  make  checkages  on  account  of  excessive  issues  shall  consti- 
tute a  proper  charge  against  the  pay  of  the  officer  responsible  for  such  failure. 

79.  A  table  showing  the  prices  of  clothing,  arms,  accouterments,  equipage, 
etc. ,  for  the  Corps,  also  the  money  allowance  for  clothing  to  enlisted  men  and  the 
yearly  allowance  of  equipage  for  the  different  posts,  will  be  published  annually 
by  the  Navy  Department  in  a  general  order  for  the  information  and  guidance 
of  all  concerned. 

80.  The  clothing  allowance  of  marines  will  begin  on  the  day  they  enter  the 

Paragraph  80.  JJ^femi    or  death. 

LU.cU  UlcU,    UUU    IS   eilbllUl^    III     U1C    muwiwukj   v^.     ^^~     ~.  _  .  tO 

the  allowance  of  clothing  prescribed  for  the  last  year  of  enlistment. 

81.  All  persons  having  and  keeping  the  clothing  accounts  of  enlisted  men 
will  keep  on  rolls  prepared  for  the  purpose  the  condition  of  the  clothing 
accounts  of  all  men  on  their  rolls  expressed  in  dollars  and  cents.  Prior  to  the 
end  of  each  quarter  all  officers  and  noncommissioned  officers  in  charge  of  cloth- 
ing at  shore  stations  and  on  board  ship  will  close  the  receipt  rolls,  showing  the 
money  value  of  all  issues  made  during  the  quarter,  and  carry  same  to  the 
"clothing-account  roll"  to  be  entered  in  the  column  "issues  during  quarter." 

82.  All  issues  will  be  charged  on  receipt  rolls  headed  "regular  issues,"  and 
the  money  value  of  all  such  issues  will  be  charged  in  account  with  the  annual 
money  allowance  for  clothing.  When  such  allowance  for  any  year  of  enlist- 
ment, together  with  credits  due  from  prior  years,  has  been  exhausted,  the 
money  value  of  subsequent  issues  during  that  year  will  be  checked  against  the 
pay  of  the  men  to  whom  issues  are  made  on  the  pay  rolls  for  the  month  in  which 
the  issues  are  made. 

83.  When  it  becomes  necessary  to  make  checkages  on  the  pay  rolls,  issuing 
officers  and  noncommissioned  officers  will,  near  the  end  of  each  month,  make 
an  official  request  on  the  officer  making  the  pay  roll  to  make  the  necessary 
checkages ;  such  requests  will  state  the  name,  rank,  date  of  enlistment,  and  total 
money  value  of  the  issues  in  the  case  of  each  man  affected.     The  issuing  officer's 


Paragraph  S3. 

"£d  W^&»"feSS,TKS£  "t0^  acco™'  ™ll"  insert 

monthfy  ami  m'lj^y rJltZt^T*  will.H  made  on  tie 

man  is  t0  be  cylosed  for  any  cans. wtover  aCCo0r '  °f  a^,ealfeted 

olothms  account  rolls  will  promptly  cerHfV  c 2 °erS  lu  ohar*e  of 

of  excessive  issues  of  clothfea f  in the  cfsef^f    e°kag?S  on  a«count 

reqn  are  to  be  closed.     The  quarter  v  ™v ™i,        Tn  Whose  accounts 

for ,  on  the  •  Request  for  S3  Wrrfliinmber  will  be  entered 

panvmw     s^^JSSa^'.  g        °PP°s"e  each  name  appearing 

8  Paragraph  84.  =        — ~— 

"clothing-account  roll"  m  tne  proper  cummu. 

85.  To  arrive  at  the  allowance  for  any  month,  or  fractional  part  thereof,  upon 
the  expiration  of  enlistment  or  any  year  of  service,  the  daily  allowance,  as 
shown  by^Ete  allowance  table  for  that  year,  for  the  fractional  part/df  the  year 
involved  w|nj>e-\used.  For  example:  A.  B.  C,  private,  who  enlisted  July  15, 
1902,  served  duriijg  the  month  of  July,  1903,  in  the  first  and  sec/md  years  of  his 
enlistment,  and  \tas  entitled  to  credit  for  fourteen  days'  cleaning  allowance  at 
10.211  ner  (lav  ^Xv'fwUa,.  ^  ^j^raph  8s. 

all' 

of  Strike  out  entire  paragraph  and  substitute  "To  compute  the 

.,  allowance  for  any  quarter  or  fractional  part  thereof,  the  daily  al- 

1  lowance  for  the  actual  number  of  days  contained  in  such  quarter 

sur  or  fractional  part  will  be  used.     When  such  computation  results 

ove  in  a  fractional  part  of  a  cent,  one- half  or  over  will  be  counted  as 

to  i  one  cent,  less  than  one-half  will  be  disregarded. 

to  next  roll "  the  sum  of  $8.32.  /Ok,  E>.  B/F.Veef  gear  t,  who  enlisted  June  5,  1899, 
served  during  the  quarter  ended/September  30,  1!  03IyjffYhe  fifth  year  of  his 
enlistment,  and  was  entoplea  onKthe  roll  for  the  fii 

three  fui^mont>m  allowance  at  $3.15  per  month,  a  total  ot49.4frwhich  should 
be  emerea^n/thevcolumn  "allowance  for  quarter."  Assuming  there  was  a 
"balance  due  soldier  for  clothing  undrawn  from  last  roll"  of  $53.90,  and  that 
"issues  during  quarter"  amounted  to  $6.35,  the  roll  should  show  "balance  due 
soldier  for  clothing  undrawn  and  carried  forward  to  next  roll  "the  sum  of  $57. 

86.  Forafnii^"- »             "    pARAGRAPH  86. 
cloth 
Whe  Strike  out  entire  paragraph.    ^mt^^ayin  any  month, 

comp  Paragraph  87.  ^w*u,vp  i-h e  num- 
ber o:  Strike  out  entire  paragraph  and  substitute  »  The  transfer  cloth 

87.  rng  account,  showing  the  correct  condition  of  the  account  a ^  date" 
exhib  «Lt™Sf^.,TiU  be  Prepared  in  dnPfc»te  in  all case *  f  transfer 
the  s  DrfZarTedabv°thrny  the  '£*  ret£mS  and  the  duplicate  wlli 
headc  master  oTthP  cV™     c°mmaildl1^  °fficer  direct  to  the  Quarter- 
iieauc  master  ol  tne  Corps.     Transfer  clothing  accounts   sie-nprt  hv  HiC 

00^      voueche?f ••°ffiCer'  Wi"  accomPa^  ^cloZnf a'ccoltnfroTlt 
clotm~0  lillrrrr™; 

account  roll"  as  vouchers. 

88.  When  men  are  transferred  during  the  quarter,  the  correct  date  on  which 
their  accounts  are  closed  will  be  noted  in  the  column  for  "remarks"  on  the 
"clothing-account  roll."  The  correct  date  of  desertion  will  be  noted  in  the 
column  for  "remarks."  Deserters' accounts  will  be  closed  to  include  the  day 
prior  to  the  day  such  men  absented  themselves.  In  case  of  death,  the  account 
will  be  closed  to  include  the  date  of  death,  which  will  be  noted  in  the  column 
for  "remarks." 

89.  When  men  are  to  be  discharged  upon  expiration  of  enlistment,  their 
accounts  will  be  closed  to  include  the  date  on  which  enlistment  expires.  When 
men  are  to  be  discharged  for  any  other  cause  their  accounts  will  be  closed  to 
include  the  date  the  staff  returns  are  forwarded  to  headquarters,  the  additional 
credit  to  date  of  discharge  will  be  added  by  the  quartermaster. 

90.  In  case  a  man  is  to  be  discharged  on  a  foreign  station,  the  officer  or  non- 
commissioned officer  under  whom  he  is  serving  will  certify  to  the  paymaster  who 
has  the  man's  account,  on  the  ' '  transfer  clothing  account "  blank,  a  statement  of  the 
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clothing  account,  in  order  that  the  paymaster  may  make  a  full  settlement  of  the 
account  by  a  debit  or  credit  as  the  case  may  be.  A  certificate  of  discharge  will 
be  made  out  by  the  man's  commanding  officer,  who  will  at  once  notify  the  Com- 
mandant of  the  Corps  of  the  date  and  place  of  discharge  and  conditions  under 
which  it  was  given,  together  with  a  statement  of  his  accounts  at  date  of 
discharge. 

91.  Duplicate  copies  of  the  "  clothing-account  roll "  will  be  prepared  quar- 
terly, one  copy,  accompanied  by  proper  vouchers,  to  be  forwarded  to  the 
quartermaster  of  the  Corps  for  examination,  the  duplicate  to  be  retained  by 
the  officer  or  noncommissioned  officer  making  same  for  use  in  the  preparation 
of  subsequent  rolls  and  as  part  of  the  records  of  the  post  or  vessel.  Changes  in 
accountable  officers  will  not  necessitate  the  rendition  of  the  roll  for  parts  of 
quarter.  The  roll  will  be  signed  by  the  officer  or  noncommissioned  officer  in 
charge  of  clothing  at  the  end  of  the  quarter. 

92.  The  clothing  accounts  of  deserters  will  show  the  exact  cfo+«  ~p  the 

solrlio-"'^ ,..-■-  f  ^g 

Paragraph  93. 

Strike  out  entire  paragraph  and  substitute  "When  men  are  Low. 

dropped'  aslelerte'rs^ei?  clothing  accounts  will  be  closed^ on J*e 
clothms  account  roll  to  include  the  day  prior  to  the  day  they 
absenTtheSves,  and  a  transcript  thereof  promptly  forwarded  ujed 

to  the  OuStermaster  of  the  Corps.     Upon  the  apprehension  or  ^e 

surrender0f  a  deserter  the  clothing  account  will  be  ^mediately  ^ 

re^Pened  on  the  clothing  account  roll  and  credit  given/;0111  **te 
of  apprehension  or  surrender  only,  without  regard  to  the  condi- 
tion  of  such  account  at  date  of  desertion. 

95.  Whenever  an  enlisted  man  is  declared  a  deserter,  his  personal  effects  will 
be  sold  at  public  auction,  and  the  total  amount  received  from  such  sale  will  be 
immediately  transmitted  to  the  paymaster  of  the  Corps,  who  will  credit  the 
amount  so  received  to  the  account  of  the  man.  In  transmitting  the  proceeds  of 
such  sales  to  the  paymaster,  the  full  name  and  rank  of  the  man,  as  well  as  the 
dates  of  enlistment  and  desertion,  will  be  given. 

96.  If  the  purchasers  of  deserters'  clothing  are  enlisted  men,  the  amount  of 
purchase  may  be  charged  against  their  accounts  on  the  pay  roll  next  succeeding 
the  sale. 

REWARDS   FOR  DESERTERS   AND  STRAGGLERS. 

97.  A  reward  not  exceeding  f  20  may  be  paid  for  the  apprehension,  arrest,  and 
delivery  of  a  deserter,  and  one  not  exceeding  $10  for  the  apprehension,  arrest, 
and  delivery  of  a  straggler,  when  authorized  by  the  Commandant  of  the  Corps, 
the  commanding  officer  of  a  post,  a  recruiting  officer,  the  commanding  officer  of 
a  naval  vessel,  an  assistant  quartermaster,  or  a  post  quartermaster.  In  special 
cases,  where  there  are  good  reasons  for  making  an  example  of  the  offender  by 
bringing  him  to  punishment,  the  offer  of  reward  may  specify  that  there  will  be 
reimbursement  of  such  expenses  as  may  be  necessarily  incurred  for  lodging,  sub- 
sistence, and  travel  of  the  deserter  or  straggler;  and  such  expenses  may  be  paid 
in  addition  to  the  reward.  No  reimbursement  will  be  allowed  for  expenses 
incurred  by  the  person  apprehending  or  delivering  a  deserter  or  straggler.  No 
other  expenses  than  those  stated  in  the  offer  of  reward  shall  in  any  case  be  paid. 
No  payment  shall  be  made  for  the  delivery  of  a  deserter  or  straggler  for  whom 
no  reward  has  been  offered.  The  expenditure  of  large  sums  for  the  purpose  of 
securing  the  return  of  men  charged  with  desertion  should  be  in  nearly  all  cases 
avoided. 

98.  The  reward  offered  should  not  exceed  what  is  necessary  to  secure  the 
arrest.  It  should  contain  a  descriptive  list  of  the  deserter  or  straggler,  be  dated 
and  signed,  clearly  specify  the  time  within  which  delivery  must  be  made,  the 
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place  of  delivery,  and  the  expenses  and  amount  of  reward  which  will  be  paid, 
and  should  also  state  that  the  payment  thereof  will  be  in  full  satisfaction  of  all 
expenses  for  arresting,  keeping,  and  delivering  the  man  named. 

99.  The  voucher  in  payment  for  the  apprehension,  arrest,  and  delivery  of  a 
deserter  or  straggler  should  be  made  out  in  triplicate  on  the  form  "Open  con- 
tract voucher  for  services,"  in  the  name  of  the  party  complying  with  the  terms 
of  the  reward,  should  show  the  full  name  of  the  man  apprehended,  together 
with  his  rank  and  the  date  of  delivery,  and  should  be  accompained  by  the  offer 
of  reward  and  bill  in  duplicate.  Where  reimbursement  of  expenses  incurred  is 
included  in  the  voucher,  subvouchers  for  such  expenses  should  be  attached 
when  it  is  practicable  to  obtain  them.  The  amount  to  be  paid  for  the  recovery 
of  a  deserter  or  straggler  must  be  checked  against  the  man's  account,  and  a 
certificate,  signed  by  the  proper  pay  officer,  to  the  effect  that  such  checkage  has 
been  made  should  be  on  each  copy  of  the  voucher,  or  accompany  it,  when  the 
voucher  is  submitted  for  payment. 

ISSUES  TO   OFFICERS. 

100.  Officers  may  have  issued  to  them,  in  like  manner  as  enlisted  meh,  such 
articles  of  clothing  as  they  may  actually  require  for  their  personal  use ;  such 
issues  always  to  appear  on  a  blank  form  to  be  headed  "issues  to  officers,"  pay- 
ment therefor  to  be  made  by  checkage  against  their  pay  by  the  officer  having 
their  pay  accounts. 

101 .  Should  it  be  impracticable  to  make  the  checkage  as  provided  above,  sales 

of  needed  clothing  may  be  made  direct  and  payment  therefor  received  in  cash, 

which  should  be  immediately  transmitted  to  the  quartermaster  of  the  Corps, 

accompanied  by  the  proper  letter  of  transmittal  explaining  the  source  from 

which  the  money  is  received.     Such  "sale  issues"  should  be  entered  on  the 

abo^ a  ■-*-  Zi  v  " 

1(  Paragraph  102. 

flan  In  l^e  one,  after  the  word  "Officers",  insert  "and  enlisted 

men  of  the  Marine  Corps". 

for  these  articles  must  be  made  on  the  quartermaster  of  the  Corps  or  the  nearest 
depot  quartermaster. 

103.  When  sales  to  officers  are  made  by  the  Quartermaster's  Department  the 
return  of  the  officer  making  the  same  should  refer  to  the  bill  of  sale,  the  amount 
received,  and  when  and  to  whom  this  amount  was  transmitted. 

104.  Officers'  servants  willnot  be  permitted  to  wear  clothing  intended  for  en- 
listed men,  except  underclothing  and  shoes,  which  may  be  purchased  in  limited 
quantities,  if  available,  upon  the  officer's  certificate  that  these  articles  can  not 
otherwise  be  obtained. 

INDIVIDUAL  REQUISITION  AND  RECEIPT  BOOK. 

105.  Requisition  and  receipt  books  may  be  obtained  from  the  Quartermaster's 
Department  upon  requisition  by  officers  and  noncommissioned  officers  in  charge 
of  clothing. 

106 .  Every  enlisted  man  of  the  Corps  will  be  furnished  with  a  copy  of  this  book, 
wherein  shall  be  kept  an  account  of  all  articles  of  clothing  issued  to  him,  the 
date  of  issue  and  cost  thereof,  which  will  be  entered  at  the  time  of  issue,  and 
signed  by  the  issuing  officer.  Each  book  contains  instructions  as  to  the  manner 
in  which  it  is  to  be  kept,  and  such  instructions  are  to  be  strictly  adhered  to.  The 
issuing  officer  will  carefully  examine  the  requisition  and  receipt  before  making 
the  issue,  to  see  that  it  conforms  to  the  instructions.  He  will  also  initial  the 
requisition,  marking  it  "issued."  The  name  and  the  date  of  enlistment  of  the 
marine  will  be  written  in  a  legible  hand  on  the  cover  of  his  book,  which  should 
always  be  kept  in  his  blanket  bag,  or  on  board  ship,  if  more  convenient,  in  his 
bag  or  locker,  and  produced  at  inspections,  and  at  such  other  times  as  the  com- 
manding officer,  or  officer  in  charge  of  clothing,  may  think  proper  to  call  for  it. 


Paragraph  107. 

Strike  out  entire  paragraph  and  substitute  "  The  issue  gratu- 
itously of  articles  of  clothing  necessary  to  replace  such  as  have 
been  destroyed  to  prevent  contagion,  or  fighting  fire  which 
threatens  the  destruction  of  Government  property,  is  authorized, 
but  such  issue,  when  made  to  replace  clothing  destroyed  to  pre- 
vent contagion,  must  be  based  upon  the  official  report  of  the  sur- 
geon of  the  post  or  vessel,  and  the  order  of  the  commanding  offi- 
cer directing  the  clothing  to  be  destroyed,  copies  of  which  papers 
will  be  forwarded  with  the  return  as  vouchers.  In  the  case  of 
issues  made  to  replace  clothing  destroyed  by  fire,  the  order  of  the 
commanding  officer  of  the  post  or  vessel  for  the  issue  of  such 
clothing,  stating  the  circumstances  under  which  the  clothing 
was  destroyed,  will  be  filed  with  the  return  as  a  voucher." 


108.  An  inventory  of  the  articles  should  be  made  before  destruction  under 
the  supervision  of  an  officer  or  noncommissioned  officer,  and  only  those  articles 
actually  destroyed  should  be  replaced. 

109.  Issues  of  this  kind  are  to  be  receipted  for  on  separate  regular  receipt 
rolls  by  the  men  to  whom  such  issues  are  made,  but  are  not  to  be  charged 
against  their  accounts.     These  rolls  should  be  headed  "  Gratuitous  issues." 

110.  When  clothing  is  ordered  to  be  destroyed,  for  any  cause,  and  the 
articles  are  not  enumerated  in  the  order,  a  board  should  be  requested  to  make 
an  inventory  of  the  property.  Such  inventory,  in  duplicate,  duly  approved, 
together  with  certified  copies  of  the  order  directing  the  destruction  of  the  prop- 
erty, will  be  the  officer's  vouchers  for  the  loss  of  the  property  and  must  accom- 
pany his  return. 

111.  If  the  articles  are  enumerated  in  the  order,  certified  copies  in  duplicate, 
with  a  statement  of  all  the  circumstances,  by  the  officer  responsible  for  them, 
will  be  sufficient  vouchers  in  the  case. 

112.  Before  destroying  or  abandoning  property,  the  responsible  officer  should 
always  see  that  the  necessary  orders  are  obtained. 

113.  Should  it  become  necessary  to  issue  new  clothing  for  use  in  the  burial  of 
a  deceased  marine,  as  in  the  case  of  a  man  who  dies  away  from  his  proper  com- 
mand and  under  circumstances  rendering  such  issue  imperatively  necessary,  the 
expense  of  the  issue  will  be  borne  by  the  United  States,  and  the  clothing  will  be 
dropped  from  the  return  of  the  issuing  officer  on  the  order  of  the  commanding 
officer,  which  must  recite  the  necessity  for  the  issue,  A  certified  copy  of  this 
order  should  accompany  the  return. 

ISSUES   OF   CLOTHING  FOR  NAVY  BANDS. 

114.  General  storekeepers  at  navy  yards  and  stations  may  make  requisitions 
on  the  assistant  quartermaster  in  charge  of  the  nearest  depot  of  supplies  for 
articles  of  uniform  clothing  of  the  Marine  Corps  actually  required  for  members 
of  navy  bands  attached  to  the  station  or  vessels  thereat,  receipts,  in  triplicate, 
to  be  given.  On  board  ships,  not  at  navy  yards,  the  pay  officer  may  make  requi- 
sition on  the  officer  commanding  the  marine  guard  for  such  necessary  articles 
as  he  can  furnish,  receipts,  in  triplicate,  to  be  given.  For  articles  not  in  store, 
requisitions  will  be  made  on  the  assistant  quartermaster  in  charge  of  the  nearest 
depot  of  supplies.  One  copy  of  the  receipt  will  be  immediately  forwarded  to  the 
quartermaster  of  the  Corps  by  the  issuing  officer,  in  order  to  effect  an  adjust- 
ment of  appropriations. 

115.  No  issues  of  clothing  will  be  made  by  officers  of  the  Marine  Corps  direct 
to  enlisted  men  of  the  Navy. 

BOARDS   OF  SURVEY. 

116.  At  shore  stations  where  damage  or  deficiency  is  discovered  in  Govern- 
ment property  belonging  to  the  Marine  Corps,  in  use  or  in  store,  arising  from  any 
cause,  a  board  of  survey  will  be  requested  by  the  accountable  officer.  This 
request  to  be  addressed  to  the  commandant  of  the  station  and  be  forwarded 
through  the  commanding  officer  of  marines.  All  kinds  of  property  except  furni- 
ture may  appear  on  the  same  request  and  report  of  board  of  survey. 
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117.  In  order  to  relieve  an  officer  from  liability,  or  to  determine  responsibility 
on  account  of  Government  property  that  has  become  damaged,  it  must,  before 
being  disposed  of  by  sale  or  turned  in  for  repairs,  be  examined  by  a  board  of 
survey. 

118.  Boards  of  survey  on  shore  are  ordered  by  commandants  of  naval  stations 
and  the  Commandant  United  States  Marine  Corps.  They  will  be  composed 
of  from  ™*  *q  three  commissioned  officers,  the  greater  number  whenever  practi- 
cable. Paragraph  118  "  — +,TW1'11  ™t,  be 

detailed  In  last  line,  after  the  word  ■  •  board  »  «<M  «.  q 

been  pr        W»  ^avy  Regulations,  1905."  '      d     See  Paragraph  1444 

will  so  state,  and  if  possible  attacn  a  copy  or  trie  repui  u  ^  ™^  ^_ . 

119.  All  applications  for  surveys  upon  articles  belonging  to  the  Marine  Corps 
on  board  ship  must  be  made  by  the  officer  having  charge  of  the  same  to  the 
commanding  officer,  who,  if  he  deems  such  survey  necessary,  shall,  if  within  the 
limits  of  a  yard  or  station,  transmit  the  same  to  the  commandant ;  if  serving  in 
a  fleet,  to  the  commander  of  the  fleet,  squadron,  or  division  to  which  he  belongs, 
otherwise  to  the  senior  officer  present ;  which  officers  are  authorized  to  order 
surveys.     If  acting  independently,  the  captain  may  order  asurvey  himself. 

120.  A  board  of  survey  must  fully  investigate  all  matters  submitted  to  it.  It 
will  call  for  all  evidence  obtainable  and  will  not  limit  its  inquiries  to  proofs  or 
statements  presented  by  parties  in  interest.  It  will  rigidly  scrutinize  the  evi- 
dence, especially  in  cases  of  alleged  theft  or  embezzlement,  and  will  not  recom- 
mend the  relief  of  officers  or  enlisted  men  from  responsibility  unless  fully  satis 
fied  that  those  charged  with  the  care  of  the  property  have  performed  their 
whole  duty  in  regard  to  it. 

121.  Reports  of  boards  of  survey  should  be  clearly  and  definitely  written  out, 
each  article  brought  before  it  being  referred  to  in  detail,  and  the  cause  and 
origin  of  the  damage  or  deficiency,  if  any,  and  the  reason  for  the  property  being 
recommended  for  sale,  or  otherwise  disposed  of,  should  be  clearly  and  plainly 
stated. 

122.  When  Government  property,  of  whatever  kind,  is  condemned  by  a  board 
of  survey,  and  found  to  be  totally  unfit  for  Government  use,  the  recommenda- 
tion should  be  made  that  it  be  disposed  of  at  public  auction.  The  officer  making 
the  sale  will  suspend  it  when,  in  his  opinion,  better  prices  can  be  obtained  at 
some  later  date.  Before  any  article  of  exterior  uniform  is  sold  to  any  civilian 
the  buttons  and  other  distinguishing  marks  shall  be  removed. 

123.  That  property  condemned  and  ordered  sold  may  not  again  be  brought 
before  a  board  of  survey,  each  article  will  be  at  once  marked,  indelibly  and  in  a 

conspicuous  place,    "Condemned  by  survey  [Date] ."    Government 

property  recommended  by  a  board  of  survey  for  destruction  will  be  destroyed 
in  the  manner  specified  by  the  board,  under  the  supervision  of  the  officer  or 
noncommissioned  officer  in  charge  of  the  same. 

124.  Clothing  or  other  public  property  which  has  been  condemned,  or  the  issue 
price  of  which  has  been  reduced  by  a  board  of  survey,  will  not  be  purchased  by 
an  officer  who  was  responsible  therefor  at  the  time  of  condemnation  or  reduction 
of  price,  nor  by  an  officer  who  bore  any  part  in  such  condemnation  or  reduction. 

125.  Whenever,  in  the  opinion  of  a  board  of  survey,  a  national  flag,  silken  or 
bunting  color,  has  become  totally  unserviceable,  and  can  not  be  repaired,  the 
recommendation  should  be  that  it  be  retained  for  repairs  to  other  flags,  or 
destroyed  by  burning.  A  national  color  should  never  be  sold  at  auction  or 
used  for  cleaning  purposes. 

126.  Boards  of  survey  will  not  recommend  that  any  clothing  condemned  as 
' '  unfit  for  issue  "  be  turned  over  to  an  assistant  quartermaster  issuing  such  supply. 
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127.  A  board  of  survey  should  never  recommend  that  a  rifle  be  sold  or  con- 
signed "to  the  dump."  Complete  spare  parts  for  repairs  are  furnished  by  the 
Quartermaster's  Department,  and  should  be  obtained  and  kept  in  store  for  the 
purpose,  and  if  not  available,  the  rifle  should  be  turned  into  the  department  for 
the  repairs  required. 

128.  When,  in  the  opinion  of  a  board  of  survey,  clothing  but  slightly  damaged 
can  be  more  advantageously  disposed  of  by  issuing  it  at  a  reduced  price  than  at 
a  sale  at  public  auction,  the  board  may  so  recommend,  at  the  same  time  establish- 
ing the  prices  to  be  charged  for  the  articles,  according  to  the  extent  of  the  dam- 
age. Issues  of  this  kind  are  to  be  receipted  for  on  the  receipt  rolls  by  the  men 
to  whom  such  issues  are  made. 

129.  Where  the  purchasers  of  condemned  clothing  are  enlisted  men  the 
amount  may  be  charged  against  them  on  the  pay  roll  next  succeeding  the  sale, 
to  be  collected  by  the  paymaster  as  are  other  charges  against  their  accounts. 
When  such  indebtedness  is  checked  on  pay  rolls  the  rolls  must  be  accompanied 
by  a  copy  of  the  account  of  sale  or  other  voucher  indicating  the  appropriation 
to  receive  credit  for  the  collection.  Expenses  of  the  sale  are  paid  from  its  pro- 
ceeds and  the  balance  immediately  covered  into  the  Treasury.  If  on  board  ship, 
they  will  be  taken  up  by  the  paymaster  on  his  account  current  and  accounted 
for.  A  detailed  certified  account  of  the  sale  will  be  made  in  triplicate,  two 
copies  of  which  to  be  forwarded,  with  the  net  proceeds,  to  the  quartermaster, 
immediately  after  the  sale.  The  triplicate  will  be  retained  by  the  officer.  In 
the  case  of  sales  on  board  ship  the  account  will  be  certified  by  the  officer  super- 
vising the  sale.  The  "account  sales,"  properly  certified,  is  a  sufficient  voucher 
to  the  return. 

130.  Where  articles  are  lost  or  destroyed  and  can  not  be  produced  for  the 
action  of  the  board,  the  latter  shall  diligently  inquire  into  the  reasons  therefor 
and  report  the  result  on  the  face  of  the  survey,  fixing  the  responsibility  when 
possible.  The  report  should  be  accompanied  by  the  affidavits  of  one  or  more 
jjersons  cognizant  of  the  facts,  or  by  the  certificate  of  a  commissioned  officer. 

131.  When  affidavits  or  depositions  are  required  in  connection  with  any  loss 
of  the  above  nature  they  may  be  made  before  a  commissioned  officer  or  a 
civil  magistrate  competent  to  administer  oaths,  as  may  be  most  convenient,  in  the 
following  form,  which  will  be  affixed  to  a  certified  statement  by  the  officer, 
setting  forth  clearly  the  time,  place,  and  cause  of  the  loss  or  destruction  of  the 
property : 

The  undersigned,  being  didy  sworn,  deposes  and  says,  that  he  is  cognizant  of 
the  facts  as  set  forth,  and  that  they  are  correct  to  the  best  of  his  knowledge  and 
belief 

A.  B.,  Private,  U.  S.  M.  C. 

Sworn  to  and  subscribed  before  me,  at ,  this day  of , 

19—. . 

132.  The  proceedings  of  a  board  of  survey  will  be  prepared  in  duplicate 
and  signed  by  each  member  who  concurs  in  the  finding.  Should  a  member  not 
concur,  he  will  submit  a  minority  report,  to  be  embodied  in  the  record  imme- 
diately after  the  majority  report  and  signed  by  the  dissenting  member.  The 
proceedings  will  then  be  submitted  to  the  convening  authority  for  approval  or 
disapproval.  Upon  action  by  the  convening  authority,  both  copies  of  the  pro- 
ceedings of  the  board  will  be  immediately  forwarded  to  the  quartermaster  of 
the  Corps  for  his  action,  who,  when  such  action  is  taken,  will  forward  one  copy 
to  the  officer  accountable  for  the  property,  to  be  retained  with  his  papers.  The 
copy  retained  by  the  quartermaster  will  be  used  in  connection  with  the  returns 
of  the  accountable  officer  when  necessary. 
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133.  The  following  terms  and  phrases  shall  be  used  in  reports  of  boards  of 
survey : 


Condition. 


Kecominendation. 


Needing  and  warranting  repairs 

Unserviceable  for  original  purpose,  serviceable  for 
Government  use  [stating  it] . 

Obsolete 


Unserviceable  in  present  form  or  in  part. 


In  excess  of  Government  requirements . 
Unserviceable  for  Government  use 


Totally  unserviceable. 


'To  be  turned  into  store  for  issue. 

I  To  be  turned  into  store  for  issue  at  reduced  cost,  stating, 

I     same. 

,To  be  retained  or  for  use. 

To  be  repaired,  stating  probable  cost. 

For  use  as  may  be  required. 

fTo  be  sold. 

|To  be  issued  for  use  for  [any  purpose,  stating  it] . 

SrteS  :::::::::::::::::}For  unserviceable  parts. 

Uw  for  any   purpose    [stating^  seryiceabJe  part8 

[To  be  sold. 

iTo  be  transferred  to  some  other  station. 

To  be  sold. 

To  the  dump. 

(Burned. 
To  be  destroyed <  Buried. 

(Thrown  overboard. 

Miscellaneous  recommendations. 

To  be  transferred  to    some   other  station  for    [stating 

purpose] . 
To  be  used  for  repairs  to  other  articles. 


134.  No  articles,  except  drumheads,  drumsticks,  drum  keys,  and  drum  snares, 
named  under  arms  and  accouterments  can  be  dropped  from  a  return  until 
regularly  surveyed  and  condemned,  and  then  not  until  the  property  has  been 
disposed  of  as  directed  by  proper  authority.  Articles  furnished  to  posts  which 
do  not  become  fixtures  or  do  not  lose  their  identity  in  use  will  not  be  dropped 
from  the  returns  as  "expended,"  and  before  being  dropped  said  articles  will 
be  brought  before  a  board  of  survey.  Dropping  articles,  including  crockery 
and  glassware,  from  the  returns  as  soon  as  issued  to  the  troops  is  unauthor- 
ized. Loss  of  crockery  and  glassware,  not  due  to  carelessness,  which  does  not 
exceed  5  per  cent  per  quarter,  may  be  dropped  from  the  return  on  the  account- 
able officer's  certificate,  approved  by  the  commanding  officer,  that  the  same  has 
been  worn  out  in  service.  Brushes  of  all  kinds,  paints,  oils,  window  glass,  sash 
cords,  ax,  pickax,  and  hatchet  helves,  lime,  tent  pins,  brooms,  and  mops,  and  all 
materials  for  repairs,  are  the  only  articles  which  should  be  expended  without 
a  survey,  and  then  only  on  the  accountable  officer's  certificate,  approved  by  the 
commanding  officer,  that  they  have  been  used  for  public  purposes  or  worn  out 
in  service.  All  other  articles  must  be  acted  on  by  a  board  of  survey  when  no 
longer  fit  for  use. 

135.  Commanding  officers  of  posts  will  cause  an  inspection  to  be  made  of  all 
crockery  and  glassware  upon  the  completion  of  each  meal  and  again  after  the 
dishes  are  washed. 

136.  Avoidable  loss  or  damage  to  articles  of  public  property, equipage,  etc.,  is 
to  be  made  good  or  charged  on  the  pay  rolls  against  the  person  responsible  for 
the  same,  and  a  note  of  the  articles  and  amount  entered  upon  the  return  to  the 
quartermaster  of  the  Corps.  When  statement  of  charges  is  made,  it  should  be 
filed  with  this  return. 

137.  The  quartermaster  of  the  Corps,  upon  receipt  of  the  report  of  a  board  of 
survey,  will  give  such  directions  for  the  final  disposition  of  condemned  property 
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as  the  case  may  require,  and  no  officer  should  drop  such  property  from  his  returns 
until  he  receives  notice  of  the  quartermaster's  action.  But  on  vessels  at  a  dis- 
tance, or  at  stations  outside  the  continental  limits  of  the  United  States,  when 
articles  surveyed  are  found  to  be  totally  unserviceable,  of  no  value,  and  occupy 
needed  space,  or  require,  by  reason  of  their  unsanitary  condition,  immediate 
disposition  such  as  being  thrown  overboard,  burned,  or  buried,  the  recommen- 
dations of  boards  of  survey  to  such  effect  may  be  carried  out  by  the  officer  or 
noncommissioned  officer  in  charge  of  the  property  upon  the  approval  of  the 
officer  ordering  the  board  or  the  senior  officer  present.  The  officer  requesting 
the  board  will  certify  on  the  face  of  the  survey  that  the  articles  have  been  so 
disposed  of.  This  shall  also  apply  to  damaged  clothing,  the  sale  of  which  or  its 
issue  at  reduced  prices  is  recommended. 

138.  Condemned  clothing  may  be  issued  to  general  court-martial  prisoners 
in  the  island  possessions  in  the  discretion  of  boards  of  survey,  if  the  naval  prison 
uniform  is  not  on  hand. 

139.  When  boards  of  survey  recommend  articles  for  the  dump,  overboard, 
to  be  burned,  buried,  etc.,  the  report  should  contain  the  statement  that  they 
have  no  money  value. 

ARMS  AND  ACCOUTERMENTS. 

140.  Arms  and  accouterments  needed  at  posts  or  by  guards  on  ships  will 
be  procured  upon  dated  requisitions  upon  the  assistant  quartermaster  having 
the  same  in  charge,  the  requisitions  to  be  approved  by  the  commanding  officers. 
(See  paragraph  69.) 

14 1 .  When  a  guard  is  ordered  to  a  vessel  it  will,  when  practicable,  be  armed 
and  equipped  at  the  post  from  which  detailed.  The  officer  or  noncommissioned 
officer  commanding  the  guard  will  return  duplicate  receipts  to  conform  to  the  in- 
voices of  the  articles  in  the  hands  of  the  guard  or  delivered  to  him  by  the  officer 
making  the  transfer,  if  upon  inspection  the  number  and  condition  be  found 
correctly  stated  on  the  invoices.  When  time  will  permit,  the  receiving  officer  or 
noncommissioned  officer  should  immediately  actually  count  the  articles  received. 
He  is  accountable  for  such  articles  as  he  receipts  for. 

142.  Where  arms  or  accouterments  are  damaged,  destroyed,  or  accidentally 
lost,  by  being  carried  overboard  at  sea,  in  action,  or  in  the  line  of  duty  through 
no  fault  of  the  marine,  certificates  in  detail  for  the  articles  so  damaged,  de- 
stroyed, or  lost,  made  by  the  officer  accountable  for  them,  and  approved  by  his 
commanding  officer,  must  accompany  the  officer's  return  as  a  sufficient  voucher. 
The  date  when,  the  place  where,  and  all  the  circumstances  under  which  the 
damage  or  loss  took  place  should  be  duly  stated. 

143.  If  arms  or  accouterments  are  lost  or  damaged  by  neglect  or  fault  of  an 
officer,  he  will  be  required  to  pay  the  value  of  the  article,  amount  of  damage,  or 

COSt  of  repair,  at  snrVh   va.tps  as  a,  board    of  snrvpv    rii-il^  r.— *  r  agsegg# 

Paragraph  144.  LSted  to 

Number  present  paragraph  "(1)",  and  add  "(2)  When  such  ted  for, 
losses  or  damages  occur  between  the  date  the  account  is  closed  in  gr      Qn 
the  quartermaster's  office,  and  the  date  the  man  is  to  receive  his 
discharge,  the  commanding  officer  before  handing  him  the  dis- 
charge will  collect  the  value  of  the  lost  or  damaged  articles  and  willful- 
forward  same  to  the  paymaster  having  the  soldier's  account  to  be  eported 
deposited  in  the  Treasury,  at  the  same  time  entering  against  the  untg  in 
man's  name  on  the  pay  roll  a  checkage  of  the  amount  so  collected. 
In  cases  of  absence  without  leave  the  clothing  allowance,  as  well  money 
as  pay,  for  the  actual  number  of  days  so  absent  will  likewise  be 
collected  and  forwarded  as  above,  except  in  cases  of  men  dis-  )n  ciear 
charged  upon  expiration  of  enlistment  who  are  required  to  make  ie  cage. 

good  any  time  lost  by  absence  without  leave.''  ,     „ -.■-«_  .,  ,  ' 

__evir^_2  jL-i ,  „i_.  x.xv^mj  Muraa  oe  made  by  a  board  of  officers  duly 
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appointed  by  the  commanding  officer.  Stoppages  on  account  of  the  Government 
in  such  cases  have  precedence  of  all  others.  The  man  will  be  informed  at  the 
time  of  signing  the  pay  rolls  that  his  signature  will  be  regarded  as  an  acknowl- 
edgment of  the  justice  of  the  charge. 

146.  A  certified  statement,  giving  the  date  when  the  loss  or  damage  occurred, 
the  name  of  the  man,  the  articles  charged,  their  value,  how  lost  or  destroyed, 
and  the  date  of  the  pay  roll  on  which  the  charges  are  entered,  will  be  made  in 
duplicate,  one  to  be  transmitted  with  the  return  as  the  officer's  voucher,  and 
the  other  to  be  retained  by  him.  If  the  charge  was  made  in  pursuance  of  sentence 
of  a  court-martial  or  the  report  of  a  board  of  survey,  a  certified  extract  from  the 
same  should,  if  possible,  be  obtained  by  the  officer  responsible  for  the  property, 
to  be  by  him  transmitted  with  his  return. 

14 7.  Where  arms,  accouterments,  or  other  articles  of  Government  property, 
except  clothing,  are  stolen  by  deserters,  the  value  must  be  charged  to  them  on 
the  first  pay  roll  on  which  the  desertion  is  reported,  and  a  transcript  of  these 
charges,  on  the  certified  statement,  must  accompany  the  return.  The  price  of 
the  rifles  in  use  and  the  cost  of  each  part  will  be  found  in  the  annual  order 
establishing  prices,  etc. 

148.  The  officer  or  noncommissioned  officer  who  has  charge  of  clothing,  arms, 
accouterments,  or  other  Government  property  at  a  post,  or  on  board  ship,  is  alone 
held  accountable  for  the  same.  In  view  of  this  accountability,  it  is  important 
that  he  should  hold  each  man  in  whose  hands  arms,  accouterments,  or  other 
articles  are  placed  for  use  to  a  strict  responsibility  for  the  same  according  to 
their  money  value,  as  any  loss  or  damage  to  any  of  the  articles  will  be  charged 
to  the  officer,  or  noncommissioned  officer,  unless  he  makes  the  certified  state- 
ment that  the  stores  thus  lost  or  damaged  have  been  charged  on  the  pay  roll  to 
the  marine  through  whose  carelessness  or  neglect  the  loss  occurred. 

149.  On  the  last  day  of  each  month  the  officer  or  noncommissioned  officer  in 
charge  of  arms  and  accouterments  at  all  posts  except  those  outside  the  conti- 
nental limits  of  the  United  States,  and  on  board  all  ships,  except  those  on  foreign 
stations,  will  prepare  and  promptly  forward  to  the  quartermaster  of  the  Corps 
a  statement  showing  the  quantities  on  hand  and  the  condition  of  the  articles. 
Depot  quartermasters  will  render  a  monthly  statement  of  the  arms  and  accouter- 
ments on  hand  to  the  quartermaster  of  the  Corps.  In  making  requisitions  for 
articles  additional  to  those  on  hand  officers  will  state  in  the  column  provided  for 
the  purpose  the  number  of  such  articles  actually  on  hand  and  serviceable. 

150.  Blanket  bags,  haversacks,  canteens,  and  woven  cartridge  belts  will  be 
kept  in  the  storeroom  on  board  ship,  and  put  in  the  hands  of  the  men  when  occa- 
sion requires.  They  will  not  be  entered  on  receipt  rolls  or  accounted  for  as 
issued  to  the  men,  but  will  be  borne  on  the  quarterly  return  as  in  use  by  the  com- 
mand, and  are  not  to  be  charged  to  the  person  in  whose  hands  they  are,  unless  lost 
or  destroyed  by  his  fault  or  neglect.  All  rubber  articles  or  other  rain  clothes 
will  be  treated  in  the  same  manner.  In  the  case  of  such  Joss,  the  charges  will 
be  made  on  the  pay  roll,  and  a  transcript  thereof  will  appear  on  the  certified 
statement  for  charges  against  the  men's  accounts. 

151.  Upon  the  transfer  of  an  enlisted  man  to  hospital,  it  is  the  duty  of  the 
officer  responsible  for  his  arms  and  accouterments  to  see  that  they  are  returned 
to  the  storeroom  and  the  accountable  officer  notified.  When  transferred  from 
one  post  or  station  to  another,  his  arms  and  accouterments  will  be  transferred 
with  him  only  when  so  ordered,  but  when  discharged  from  the  service  these 
articles  must  be  retained  as  Government  property. 

152.  As  far  as  practicable,  every  officer  or  noncommissioned  officer  in  charge 
of  arms  and  accouterments,  whether  in  use  or  in  store,  will  endeavor  by  timely 
repairs  to  keep  them  in  serviceable  condition,  and  for  this  purpose,  if  at  sea, 
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he  will  apply  to  the  executive  officer  for  such  assistance  as  may  be  needed, 
and  if  on  shore,  to  the  quartermaster  of  the  Corps. 

153.  A  quarterly  statement  of  all  arms,  accouterments,  and  ordnance  stores 
belonging  to  the  United  States  Navy  will  be  prepared  on  the  proper  form  and 
forwarded  to  the  Chief  of  the  Bureau  of  Ordnance,  Navy  Department.  Such 
data  will  appear  on  the  quarterly  return  of  ordnance  stores  belonging  to  the 
Navy,  which  is  sent  to  the  quartermaster  of  the  Corps,  and  also  on  the  retained 
copy.     Invoices  and  receipts  for  this  class  of  property  will  be  in  triplicate. 

154.  Surplus  arms  and  accouterments  at  a  post,  which  are  considered  by  the 
commanding  officer  unnecessary  for  the  service  of  the  post,  will  be  reported  to 
the  quartermaster  of  the  Corps. 

OFFICERS  IN  CHARGE   OF   PROPERTY. 

155.  When  an  officer  in  charge  of  clothing  and  other  Government  property 
at  a  post  shall  be  detailed  for  duty  which  temporarily  separates  him  from  the 
property,  and  thereby  endangers  its  safe-keeping,  his  commanding  officer  will 
designate  another  officer  to  take  charge  of  it,  receive,  and  issue,  in  the  name 
of  the  accountable  officer ;  but  if  no  officer  be  present,  the  commanding  officer 
will  himself  take  charge  of  the  property  and  be  responsible  for  the  same  until 
the  return  of  the  officer  detailed.  If  the  absence  of  the  accountable  officer 
extends  beyond  a  period  of  thirty  days,  a  regular  transfer  of  the  property  to 
another  officer  should  be  made. 

156.  An  officer  in  charge  of  clothing  and  other  Government  property,  on 
being  relieved,  shall  turn  over  to  his  successor  all  such  property  for  which  he 
is  responsible,  including  the  books  and  blank  returns  pertaining  to  the  Quarter- 
master's Department,  and  his  successor  shall  give  him  receipts  therefor  show- 
ing the  condition  of  each  article.  A  final  return  for  the  property,  accompanied 
by  receipts  and  vouchers,  will  be  transmitted  without  delay  to  the  quarter- 
master of  the  Corps.  A  transfer  of  Government  property  involves  a  change  of 
accountability  and  responsibility. 

157.  The  officer  relieving  another  in  charge  of  clothing  or  other  Govern- 
ment property  should,  when  time  will  permit,  make  a  careful  inspection  of  the 
property,  and  see  that  each  article  invoiced  is  actually  present  and  in  the  condi- 
tion represented,  and  should  request  a  survey  upon  such  articles  as  are  damaged 
or  missing  before  giving  receipts  for  the  same. 

158.  When  an  officer  in  charge  of  clothing  or  other  Government  property  is 
relieved  and  from  any  cause  there  is  no  time  for  the  relieving  officer  to  verify 
the  amount  of  property  stated  to  be  on  hand,  the  latter  must  in  all  cases  give 
a  qualified  receipt  for  the  property  to  the  officer  relieved;  that  is,  he  should 
acknowledge  the  receipt  of  the  articles,  according  to  the  invoice  presented  to 
him,  this  receipt  to  become  final,  if  the  articles  shall,  upon  subsequent  inspec- 
tion, be  found  to  correspond  in  quantity  and  condition  to  said  invoice.  As 
soon  thereafter  as  practicable,  the  relieving  officer  should,  in  the  presence  of 
an  officer  or  noncommissioned  officer,  make  an  inspection  of  the  property,  and 
if  not  found  in  accord  with  the  invoice,  he  should  apply  to  his  commanding 
officer  for  a  board  to  take  an  inventory  and  report  upon  the  condition  of  the 
property  turned  over  to  him.  One  copy  of  this  inventory,  of  which  the  report 
on  the  condition  of  the  j)roperty  forms  a  part,  should  be  immediately  trans- 
mitted to  the  quartermaster  of  the  Corps  and  one  to  the  officer  relieved.  The 
latter  will  be  held  to  account  for  any  damage  or  deficiency  found  by  such  board. 

159.  If  an  officer  to  whom  Government  property  has  been  transferred  refuses 
to  receipt  for  it,  the  invoicing  officer  will  report  the  facts  to  the  commanding 
officer  of  the  former  for  action.  Copies  of  all  papers  relating  to  the  transaction 
will  be  filed  with  his  returns. 
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160.  In  case  of  death,  or  the  suspension  from  duty  for  a  period  exceeding 
thirty  days,  of  any  officer  having  charge  of  Government  property,  the  com- 
manding officer  will  immediately  order  a  board,  to  consist,  when  practicable, 
of  two  or  three  commissioned  officers,  to  make  an  inventory  of  the  property. 
If  this  number  is  not  present  to  comply- with  this  requirement,  one  officer  will 
be  sufficient.  He  will  also  appoint  another  officer,  when  practicable,  to  perform 
the  duties  vacated,  who  will  receipt  and  account  for  the  property  as  inventoried. 
In  case  there  is  no  officer  available  the  commanding  officer  will  himself 
take  charge  of  the  property.  If  there  is  no  shortage,  this  inventory  will  be  in 
duplicate  and  both  copies  handed  to  the  officer  who  receipts  for  the  property, 
one  copy  to  be  forwarded  with  his  first  return  to  the  quartermaster  of  the  Corps, 
the  duplicate  to  be  retained.  In  the  event  of  a  shortage  one  copy  of  the  inven- 
tory will  be  immediately  sent  to  the  quartermaster  of  the  Corps  by  the  officer 
receipting  for  the  property,  the»  duplicate  to  be  retained. 

161.  If  it  becomes  necessary  to  remove  an  officer  from  the  charge  of  Govern- 
ment property,  the  commanding  officer  will  take  measures  to  secure  such  prop- 
erty and  be  guided  by  the  provisions  of  the  preceding  paragraph. 

162.  The  commanding  officer  will  designate  a  board  consisting,  when  practi- 
cable, of  two  or  three  commissioned  officers  to  take  an  inventory,  in  duplicate, 
and  state  values,  of  all  Government  property  on  charge  at  the  post  under  his 
command,  at  least  once  annually,  and  at  such  other  times  as  he  may  deem  neces- 
sary. If  this  number  is  not  present  one  officer  will  be  sufficient.  The  officer  in 
in  charge  of  such  property  shall  not  be  detailed  as  a  member  of  the  board  of 
inventory.  The  report  of  the  board  will  be  forwarded  to  the  quartermaster  of 
the  Corps,  who,  if  any  shortage  is  found  to  exist,  will  take  the  necessary  steps 
promptly  to  have  the  Government  reimbursed.  Every  person  accountable  for 
Government  property  will  inspect  and  count  the  same  at  least  once  every  three 
months. 

163.  Causes  of  damage  to,  and  of  loss  and  destruction  of,  military  property 
are  classified  as  follows : 

(1)  Unavoidable  causes,  being  those  over  which  the  responsible  officers  have 
no  control,  occurring  (a)  in  the  ordinary  course  of  service,  or  (b)  as  an  incident 
to  active  field  service. 

(2)  Avoidable  causes,  being  those  due  to  carelessness,  willfulness,  or  neglect. 

164.  Whenever  a  guard  is  transferred  from  a  vessel,  the  officer  commanding 
it  will,  at  the  «»*  «—   *-**—  *~«-  -Paragraph  164.       '   "       ^  "^^ 

the  tr  In  line  four,  substitute  "  4  "  for  "  3  ". 

hand,  except  as  noted  on  page  o,  reueipus  iui  wui^u  win  Jo  uuiomuu.     x^o  own 

as  the  transfer  is  completed,  the  officer  making  it  will  transmit  to  the  quarter- 
master of  the  Corps  his  final  return  to  date,  supported  by  proper  vouchers,  in 
order  to  secure  a  settlement  of  his  accounts. 

165.  When  an  officer  is  relieved  of  the  charge  of  Government  property, 
a  return  as  well  as  receipts  for  the  property  must  be  sent  >  the  return  being  the 
official  exhibit  of  every  transaction  connected  with  the  property,  and  the  receipts 
vouchers  to  the  return. 

QUARTERLY   RETURNS. 

166.  A  return  will  be  forwarded  to  the  quartermaster  of  the  Corps  not  later 
than  twenty  days  after  the  end  of  each  fiscal  quarter  by  every  officer  and  non- 
commissioned officer,  except  those  in  charge  of  depots,  who  may  have  charge 
of  any  Government  property,  whether  he  issues  or  receives  property  or  not  dur- 
ing the  quarter.  The  quartermaster  should  be  credited  with  all  articles  received 
and  charged  with  all  those  expended.  These  returns  will  be  accompanied  by 
balance  sheets  showing  the  total  money  value  of  all  property  on  hand  at  the 
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beginning  of  each  quarter  or  other  accounting  period,  which  has  been  received 
and  expended  during  such  period,  and  the  total  money  value  of  all  property 
remaining  on  hand  at  the  end  thereof.  One  balance  sheet  will  be  used  for  cloth- 
ing alone  and  one  for  all  public  property  other  than  clothing.  Officers  in  charge 
of  depots  are  allowed  thirty  days  for  the  rendition  of  their  returns. 

167.  All  property  on  charge  at  the  same  post  or  station  throughout  the  Marine 
Corps,  except  subsistence  stores,  ordnance  property  belonging  to  the  Navy,  and 
stationery,  will  be  carried  on  one  return  in  accordance  with  the  instructions 
appearing  thereon.  , 

168.  Returns  will  be  made  on  the  prescribed  forms,  and,  accompanied  by  all 
vouchers,  transmitted,  as  directed  in  paragraph  166,  to  the  quartermaster  of  the 
Corps.  Fiscal  quarters  commence  and  end  as  follows :  First  quarter,  July  1  to 
September  30 ;  second  quarter,  October  1  to  December  31 ;  third  quarter,  Janu- 
ary 1  to  March  31 ;  fourth  quarter,  April  1  to  June  30.  All  returns  must  com- 
mence and  terminate  at  these  times,  except  where  officers,  by  reason  of  transfer 
or  other  sufficient  cause,  are  compelled  to  close  their  accounts  or  open  new  ones. 

169.  Officers  at  sea,  who  may  not  have  it  in  their  power  to  transmit  their 
accounts  promptly  at  the  end  of  the  quarter,  will  have  them  made  out  at  that 
time,  and  forward  them  at  the  first  opportunity. 

170.  The  object  of  making  a  return  is  to  present,  at  stated  times,  an  exact 
account,  duly  vouched  for,  of  all  the  property  with  which  an  officer  is  to  be 
debited,  as  well  as  that  with  which  he  is  to  be  credited,  that  the  balance  due 
from  him  may  be  known,  and  a  comparison  of  accounts  made,  that  any  existing 
error  may  be  remedied  in  time. 

171.  Every  entry  made  on  the  return  for  which  the  officer  claims  a  credit 
must  be  duly  authenticated  by  a  proper  voucher.  Where  receipts  may  not  have 
been  received  in  time  to  transmit  with  the  return,  the  entry  should  be  accom- 
panied by  the  officer's  certified  statement  as  to  the  facts,  and  the  receipts 
forwarded  when  received. 

172.  Great  care  should  be  taken  to  see  that  vouchers  are  free  from  alterations 
or  erasures. 

Paragraph  173.  fur- 

Add  "  These  blanks  will  have  printed  thereon  complete  instruc- 
tions, which  must  be  strictly  complied  with. "  due 

at  the  termination  of  the  quarter  in  which  the  first  supplies  came  jihu  his 
possession.      If  the  articles  were  received  at  any  time  within  the  quarter  the 

heading  of  his  return  will  read :  for  part  of  the  quarter  ending .     In  like 

manner,  where  the  period  of  his  accountability  extends  from  the  first  day  of  a 
quarter  to  some  day  within  it,  the  heading  will  read  similarly.  Returns  for 
parts  of  quarter  should  show  distinctly,  on  the  briefing,  the  period  covered. 

Debit  side. 

175.  In  making  out  the  first  return  due,  the  articles  for  which  receipts  have 
been  given  are  to  be  entered  on  the  debit  portion  in  the  order  of  date  of  recep- 
tion; and  under  the  head  of  "  From  whom  received "  the  name  of  the  officer, 
with  his  rank,  will  be  written,  and  the  articles  entered  under  the  proper  heads ; 
and  in  the  column  "Remarks"  the  officer's  station  will  be  given.  Vouchers  to 
the  debit  portion  of  the  return  will  commence  with  number  one. 

176.  In  all  subsequent  returns,  on  the  first  line  under  the  head  of  "From 
whom  received, "  must  be  entered  the  "Balance  on  hand"  from  last  return,  with 
the  date  of  that  return ;  after  which  will  be  given,  in  the  order  of  date  of  recep- 
tion, with  name  and  rank  of  officer  from  whom  received,  all  articles  that  may 
have  been  received  during  the  quarter. 


Paragraph  177. 

1 '  "5*  H?e  f-0ur'  strJke  out  a11  of  Paragraph  after  the  word  ' '  entered  ' ' 

cop,  and  substitute  "All  articles  received  by  purchase  must  be  taken 

£•  up  on  the  return  m  the  quarter  in  which  received,  and  will  be 

orck  entered  on  the  form  «  Report  of  Purchases  '  provided  for  the  pur- 

nun  pose,  which  will  accompany  the  return  as  a  voucher." 

up  on  the  return  in  the  quarter  in  which  received. 

178.  It  is  the  duty  of  all  officers  to  take  up  on  their  quarterly  returns  any 
surplus  property  which  may  be  on  hand  from  any  cause,  or  come  into  their 
possession  in  any  other  way,  and  a  statement  of  the  circumstances  should  accom- 
pany the  return.  The  sum  of  all  the  articles  entered  on  the  returns,  as  described, 
gives  the  "Total  to  be  accounted  for,"  and  it  will  be  entered  plainly  in  figures 
on  the  proper  line. 

Credit  side. 

179.  Vouchers  to  the  credit  portion  of  the  return  will  commence  with  the 
number  next  succeeding  the  last  one  on  the  debit  side.  All  voucher  numbers 
will  be  in  red  ink.  The  first  entry  shall  be  the  sum  of  all  issues  of  clothing  to 
the  command  during  the  quarter,  for  which  the  receipt  roll  is  the  voucher. 

180.  Next  after  issues  of  clothing  to  the  command  will  appear,  in  the  order 
of  date  of  issue,  all  receipts  for  property  of  all  kinds,  if  any,  issued  or  trans- 
ferred to  persons  not  of  the  command,  which  will  be  indorsed  as  indicated  and 
numbered  according  to  date,  noting,  the  date  and  the  name  of  the  person  to 
whom  the  transfer  was  made,  in  the  proper  columns,  and  in  the  column  "  Re- 
marks "  the  post  or  ship  to  which  attached. 

181.  Next  after  issues  or  transfers  of  property  to  persons  not  of  the  com- 
mand will  be  entered,  if  any,  the  sum  of  all  condemned  property  which  has 
been  transferred  during  the  quarter.  Under  the  head  of  "To  whom  delivered " 
will  be  written  the  name  of  the  officer  or  noncommissioned  officer  to  whom  the 
transfer  is  made,  and  in  the  column  "Remarks,"  "Surveyed  and  condemned," 
with  date  of  survey.  The  receiving  officer's  receipt  and  approved  copy  of  the 
report  of  survey  will  be  the  vouchers.  In  all  cases  where  condemned  property 
is  transferred  a  certified  copy  of  the  approved  report  of  survey  will  accompany 
the  invoices. 

182.  Next  after  transfer  of  condemned  property  will  appear,  if  any,  the  sum 
of  all  condemned  property  which  has  been  sold  or  destroyed  during  the  quarter, 
and  under  the  head  of  "  To  whom  delivered  "  will  be  written,  if  sold  at  auction, 
"Sold  at  auction;"  if  destroyed,  "Destroyed;"  if  sold  at  auction  and  destroyed 
on  the  same  survey,  "  Sold  at  auction  and  destroyed."  In  all  cases  the  column 
of  "Remarks"  will  show  "Surveyed  and  condemned,"  with  date  of  survey. 
The  bill  of  sale  and  copy  of  approved  report  of  survey  will  be  the  vouchers. 
The  date  will  be  the  number  of  the  quarter. 

183.  Next  after  condemned  property  sold  or  destroyed  will  be  entered,  if  anyr 
the  sum  of  all  property  unavoidably  lost  or  damaged  on  the  part  of  enlisted  men 
during  the  quarter,  the  certified  statement  for  unavoidable  loss  must  accompany 
the  return.  Under  the  head  of  "To  whom  delivered  "  will  be  written,  "  Lost  or 
destroyed,"  and  in  the  column  "Remarks"  the  word  "Unavoidable."  The 
date  will  be  the  number  of  the  quarter. 

184.  Next  after  loss  unavoidable  will  appear,  if  any,  the  sum  of  all  property 

avoidably  lost  or  damaged  on  the  part  of  the  enlisted  men  during  the  quarter; 

the  certified  statement  for  avoidable  loss  must  accompany  the  return.     Under 

the  head  of  "To  whom  delivered"  will  be  written,  "Lost  or  destroyed."  and  in 

the  column  "Remarks"  the  word  "Avoidable."     The  date  will  be  the  number 

of  the  quarter. 

Paragraph  185. 

Add  "When  fuel  or  forage  is  furnished  by  authority  of  the 
Quartermaster  of  the  Corps,  to  officers,  from  the  barrack  supply, 
a  copy  of  the  requisition  will  be  filed  as  a  voucher  to  the  return 
from  which  the  property  in  question  is  expended." 
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"To  whom  delivered"  the  word  "Expended"  will  be  written,  the  accountable 
officer's  certificate  will  be  the  voucher,  and  the  date  will  be  the  number  of  the 
quarter. 

186.  The  total  on  the  credit  portion  of  the  returns  of  all  articles  issued  to 
the  command;  transferred;  condemned  and  transferred;  condemned  and  sold  at 
auction  or  destroyed;  lost  or  damaged,  avoidably  or  unavoidably;  and  expended, 
subtracted  from  the  total  on  debit  portion  of  all  the  articles  "To  be  accounted 
for"  gives  the  amount  remaining  "On  hand,"  and  this  amount  will  be  dated  on 
the  last  date  of  the  quarter  and  entered  on  the  line  for  the  purpose  below  the 
articles  "Expended."  The  sum  of  all  articles  so  issued,  etc.,  and  remaining  on 
hand  should  agree  with  the  "  Total  to  be  accounted  for  "  on  the  debit  side.  On 
the  lines  provided  for  the  purpose,  below  "  On  hand,"  will  be  noted  the  total  of 
all  articles  actually  in  use  on  the  last  day  of  the  quarter,  and  of  the  stores  on 
hand  which  are  obsolete,  unserviceable,  irreparable,  or  condemned  by  survey. 

General  instructions. 

3  87.  Before  signing  a  return  the  officer  or  noncommissioned  officer  should 
personally  review  it  and  satisfy  himself  that  it  is  correctly  made.  He  should 
see  that  the  balance  entered  on  the  last  return  as  on  hand  is  correctly  restated 
in  the  present  return,  and,  by  comparison  with  his  record  book,  ascertain  that 
all  articles  received  during  the  quarter  are  entered,  that  the  addition  in  each 
column  is  correct,  and  the  totals  properly  entered.  On  the  credit  portion  he 
should  compare  the  entries  of  issues,  losses,  etc. ,  with  their  respective  vouchers ; 
satisfy  himself  that  the  balance  entered  as  on  hand  is  correct ;  that  each  column 
is  correctly  added ;  and  compare  the  various  totals  on  the  credit  portion  with 
their  corresponding  totals  on  the  debit  portion,  which,  if  the  account  is  correct, 
will  be  found  to  agree. 

188.  The  returns  should  be  signed  legibly  with  the  full  name  of  the  officer 
or  noncommissioned  officer  making  the  return,  with  his  rank  or  title.  The 
name  of  the  post  or  ship  will  be  given;  under  it,  the  date,  which  will  be  that  of 
the  last  day  of  the  quarter  for  which  the  return  is  made.  In  the  case  of  ships, 
the  post-office  address  will  be  given  if  possible. 

189.  All  receipts  and  statements  used  as  vouchers  to  accompany  returns  will 
be  folded  according  to  briefing,  and  each  will  be  indorsed  as  indicated  by  the 
forms  given,  and  numbered  in  a  regular  series.  Where  issues  have  been  made 
to  such  an  extent  during  the  quarter  as  to  require  two  or  more  receipt  rolls, 
they  may,  if  found  more  convenient,  be  sent  in  a  roll  and  not  folded.  Receipt 
rolls  will  not  be  gummed  together,  or  cut  off  at  the  bottom ;  each  sheet  will  be 
signed  by  the  issuing  officer  or  noncommissioned  officer  and  numbered  in  a 
regular  series,  as  indicated  above. 

190.  The  return  will  be  prepared  in  duplicate,  a  complete  set  of  all  vouchers 
and  papers  pertaining  thereto  to  accompany  each  copy;  one  copy  for  the  quarter- 
master of  the  Corps  and  one  to  be  retained  at  the  station  or  on  board  the  ship 
from  which  sent.  The  accountable  officer  may  retain  another  copy  for  his  own 
protection.  The  return,  including  all  the  vouchers  pertaining  thereto,  arranged 
in  the  order  of  numbers,  will  be  placed  in  a  durable  paper  jacket,  which  will  be 
plainly  addressed  to  the  person  for  whom  intended,  with  space  left  for  forward- 
ing stamps  and  signatures,  so  that  it  will  be  unnecessary  to  break  the  packages 
and  endanger  the  loss  of  some  of  the  papers  after  they  have  been  placed  in 
the  jacket. 

191.  Returns,  requisitions,  vouchers,  and  reports  on  prescribed  printed  forms, 
which  are  complete  in  themselves  and  properly  authenticated,  and  do  not  re- 
quire special  explanation,  will  not  be  accompanied  by  a  letter  of  transmittal. 

192.  All  returns  and  requisitions  from  officers  and  noncommissioned  officers 
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commanding  marine  guards  will  be  forwarded,  when  the  flagship  is  present 
(inclosed  in  envelopes,  unsealed,  addressed  to  the  person  for  whom  intended), 
through  the  commanding  officer  of  the  vessel  to  the  marine  officer  of  the  fleet,  by 
whom  they  shall  be  forwarded  through  proper  channels.  In  the  absence  of  the 
flagship,  they  shall  be  sent  direct  through  the  commanding  officer  of  the  vessel. 

193.  Returns  from  posts  will  be  inclosed  and  addressed  in  like  manner  and 
forwarded  through  the  commanding  officer  of  the  post  and  the  commandant  of 
the  station. 

194.  All  books  on  hand  will  be  accounted  for  on  the  quarterly  return. 

195.  At  the  end  of  each  quarter  the  quartermaster  of  the  Corps  will  prepare 
and  forward  to  the  Bureau  of  Supplies  and  Accounts,  Navy  Department,  a 
consolidated  return,  showing  the  money  values  only,  of  all  property  belonging  to 
the  Marine  Corps  on  hand,  received,  and  expended  during  the  quarter,  as  well 
as  the  money  value  of  the  balances  remaining  on  hand. 

FORAGE  AND   STRAW. 

196.  The  daily  forage  ration  for  a  horse  or  mule  is  14  pounds  of  hay;  for  a 
horse  12  pounds  and  for  a  mule  9  pounds  of  oats,  corn,  or  barley,  and  100  pounds 
of  straw  per  month  per  animal.  In  special  cases  of  hard  service  or  exposure 
the  quartermaster  may  authorize  the  grain  ration  to  be  increased,  not  to  exceed 
3  pounds,  and  forage  in  kind  will  be  issued  only  during  the  month  when  due. 
Where  grazing  is  practicable,  or  when  little  labor  is  required,  commanding  offi- 
cers will  order  a  judicious  reduction  of  the  forage  ration.  The  salt  ration  for 
horses  and  mules  is  2  ounces  per  week,  which  may  be  increased  to  12  ounces 
per  month  when  so  much  is  considered  necessary  by  the  commanding  officer. 
Bran,  when  issued  to  public  animals,  is  in  lieu  of  an  equal  number  of  pounds  of 
the  grain  ration. 

197.  Forage  in  kind  is  only  furnished  to  officers  for  horses  owned  and  actually 
kept  by  them  in  the  performance  of  their  official  duties,  when  on  duty  in 
the  field,  or  at  a  military  post  or  station,  and  for  the  following  number  of 
horses:  Major  general  or  brigadier  general,  three;  colonel,  lieutenant  colonel, 
major,  assistant  quartermaster  and  paymaster  with  the  rank  of  captain,  each 
two.  Line  officers  detailed  for  duty  as  adjutants,  quartermasters,  and  acting 
commissaries  of  subsistence  of  regiments,  battalions,  or  other  organizations  in 
the  fiel  Paragraph  197. 

orderec  In  lme  terij  after  tjie  worci  << forage.",  insert  "A  line  officer 

horses  serving  as  military  or  naval  attache  abroad,  if  required  to  be 

nature  mounted  in  the  performance  of  his  duties,  may  be  allowed  forage 

may  be  ^^^0T.  *wo  norses  owned  and  actually  kept  by  him." 
by  the  commandant  of  the  Corps. 

198.  The  use  of  public  horses  by  officers  receiving  mounted  pay  will  be  reg- 
ulated by  the  commandant  of  the  Corps,  in  conformity  with  the  necessities  of 
the  public  service. 

199.  Mounted  officers  will  not  use  public  horses  and  at  the  same  time  draw 
forage  for  those  they  own ;  nor  will  they  use  public  animals  except  when  author- 
ized. Should  circumstances  render  it  necessary,  an  officer  may  be  temporarily 
furnished  public  horses,  but  during  such  period  he  will  not  be  permitted  to 
draw  forage  for  a  private  horse. 

200.  If  a  mounted  officer  is  ordered  from  his  proper  station  to  another  station 
on  duty  which  requires  him  to  be  mounted,  a  horse  can  be  hired  for  him  by  the 
Quartermaster's  Department,  and  as  such  is  regarded  as  a  "public  horse"  tem- 
porarily furnished  within  the  meaning  of  the  preceding  paragraph.  Proper 
deduction  will  be  made  from  the  forage  allowed  the  officer  provided  he  was 
entitled  to  draw  the  same  at  the  time  of  the  employment  of  the  horse.  An 
officer  not  mounted  may  also  have  a  horse  hired  for  him  under  similar  circum- 
stances.    (Decision  Comptroller  of  the  Treasury,  April  3,  1897.) 
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201.  An  officer  not  mounted  may  purchase  forage  for  two  horses  kept  for  his 
own  use,  for  which  he  will  be  charged  cost  rates,  including  the  expense  of  trans- 
portation.    The  sale  of  forage  to  mounted  officers  is  forbidden. 

202.  An  officer  shall  not  sell,  nor  allow  to  be  sold,  the  forage  issued  for  his 
own  or  the  public  animals  under  his  charge ;  nor  shall  he  use,  dispose  of,  or  per- 
mit to  be  used  or  disposed  of,  such  forage,  or  any  portion  thereof,  except  for  the 
purpose  for  which  it  was  issued. 

203.  When  mattresses  are  not  supplied,  each  enlisted  man  in  barracks  and 
each  prisoner  in  the  guardhouse  will  be  allowed  a  bed  sack  and  30  pounds  of 
straw  per  month  for  bedding,  and  men  in  field  hospitals  such  quantity  as  the 
medical  officers  shall  certify  as  necessary.  If  bed  sacks  are  used  in  camp  the 
above  allowance  of  straw  is  authorized  if  the  commanding  officer  deems  it 
necessary. 

204.  Grain,  hay,  and  straw  when  received  will  be  carefully  weighed  and  in- 
spected as  to  quality.  Every  officer  accountable  for  forage  and  straw,  at  the 
end  of  each  quarter  and  also  when  transferring  to  a  successor,  will  verify,  by 
actual  weight  or  measurement,  the  quantities  on  hand.  In  case  of  transfer  the 
verification  will  be  made  in  the  presence  of  the  receiving  officer.  All  forage 
received  will  be  taken  up  and  accounted  for  on  the  return  and  expended  quar- 
terly by  certificate  as  used. 

FUEL. 

205.  Officers  may  purchase  from  the  Quartermaster's  Department  the  fuel 
actually  needed  for  their  own  use.  For  the  quantity  allowed  them  in  the  table 
contained  in  paragraph  214,  they  will  pay  at  the  rate  of  $3  per  cord  for  standard 
oak  wood,  or  the  equivalent  thereof  in  other  kinds  of  fuel  as  determined  by  the 
quartermaster  of  the  Corps.  For  any  additional  quantity  they  shall  pay  the 
contract  price,  or  $3  per  cord  if  the  contract  price  is  less  than  $3.  Officers  on 
the  retired  list,  officers  on  sick  leave  or  under  sentence  of  suspension  from  duty 
on  reduced  pay,  when  absent  from  their  proper  stations,  are  not  entitled  to  this 
privilege. 

206.  The  Quartermaster's  Department  may  sell  fuel  in  accordance  with  the 
preceding  paragraph  to  the  families  of  officers  who  are  temporarily  absent,  or 
who  are  on  duty  abroad,  on  the  written  certificate  of  the  officer  that  the 
amount  of  his  allowance  will  not  be  otherwise  drawn  by  him  during  his  absence, 
provided  the  Quartermaster's  Department  has  a  contract  for  fuel  at  the  place 
where  the  family  is  residing. 

207.  Officers  who  desire  to  purchase  fuel  will  make  requisition  therefor  on  the 
quartermaster  of  the  Corps.  Requisitions  will  be  accompanied  by  cash,  check, 
or  money  order  from  officers  serving  at  Washington,  D.  C,  and  by  money 
order  from  those  serving  elsewhere. 

208.  The  law  permits  the  sale  to  officers  of  such  fuel  only  as  they  actually  use ; 
they  have  no  right  to  sell,  barter,  exchange,  or  dispose  of  it.  Fuel  will  be  sold 
only  on  the  officer's  certificate  that  it  is  for  his  personal  or  family  use. 

209.  Merchantable  oak  wood  is  the  standard;  the  cord  is  128  cubic  feet.  The 
scale  of  equivalents  to  govern  in  the  issue  and  sale  of  fuel  is  regulated  by  the 
quartermaster  of  the  Corps.  Where  soft  wood  is  used,  14-  cords  of  yellow  pine, 
or  If  cords  of  poplar,  white  pine,  or  cotton  wood,  is  regarded  as  the  equivalent 
of  1  cord  of  standard  oak  wood. 

210.  An  officer  may  purchase  one-sixth  of  his  allowance  of  fuel  in  kindling 
wood,  which  will  be  issued  on  the  basis  of  its  equivalent  in  oak  wood. 

211.  The  post  quartermaster  at  posts  will  make  requisition  on  the  contractor 
for  all  fuel  required  for  the  men.  Fuel  issued  to  troops  is  Government  property. 
All  fuel  received  will  be  taken  up  and  accounted  for  on  the  return  and  expended 
quarterly  by  certificate  as  used. 

212.  Fuel  will  be  furnished  to  officers  only  in  the  month  and  issued  to  troops 
only  in  the  quarter  when  due.  The  cheapest  fuel  at  the  place  of  issue  will,  all 
things  considered,  be  furnished. 
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213.  Coal  when  received  will  be  carefully  weighed.  Wood  will  be  carefully 
piled  and  measured.  Both  will  be  inspected  as  to  quality.  Every  officer  account- 
able for  fuel,  at  the  end  of  each  quarter  and  also  when  transferring  to  a  suc- 
cessor, will  verify  by  actual  weight  or  measurement  the  quantities  on  hand. 
In  case  of  transfer  the  verification  will  be  made  in  the  presence  of  the  receiving 
officer. 

214.  Allowance  table  showing  the  number  of  rooms,  the  quantity  of  fuel, 
and  the  allowance  of  cooking  and  heating  stoves  to  be  supplied  for  the  use  of 
officers  and  others : 
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An  aid  to  a  major  general  or  a  brigadier 

1 

1 

1 

The  commanding  officer  of  a  regiment 

3 

or  post,  an  assistant  paymaster,  assist- 

Paragraph  214. 

Add,  after  "  officer  in  charge  of  recruiting  office,",  "  and  a ,  nril- 
itarv  or  naval  attache.",  and  strike  out  the  word  -and"  before 
"  officer  in  charge  of  recruiting  office 


approved  by  the  quartermaster,  each_ 

Offices  of  sergeant  major,  quartermaster 
sergeant,  and  first  sergeant  at  a  post, 
each 

A  sergeant  major,  quartermaster  ser- 
geant, and  drum  major,  each 

Each  noncommissioned  officer,  musician, 
and  private 

Each  necessary  fire  for  the  sick  in  hos- 
pital, each  dispensary  and  hospital 
mess  room,  at  a  military  post  or  sta- 
tion, to  be  regulated  by  the  surgeon 
ami  commanding  officer,  not  exceed- 
ing  

Each  guard  fire,  to  be  regulated  by  the 
commanding  officer,  not  exceeding 

Each  necessary  fire  for  military  courts  i 
and  boards,  at  a  rate  not  exceeding 

Storehouse  of   quartermaster  and  com- 
missary, when  necessary,  not  exceed-  j 
ing  for  each .— 

Each  employee  of  the  Quartermaster's 
Department  to  whom  subsistence  in 
kind  is  issued  by  the  Government 

For  library,  reading  room,  schoolroom, 
amusement  room,  chapel,  target  gal-  i 
lery  and  gymnasium,  1  heating  stove  \ 
for  each,  and  when  the  garrison  exceeds  ! 
150  enlisted  men,  2  heating  stoves;  j 
and  such  quantity  of  fuel  for  same  as  j 
may  be  certified  to  as  necessary  by  the  i 
officers  in  charge,  and  approved  by 
the  commanding  officer 

Each  hospital  kitchen 

Each  blacksmith  and  carpenter  shop  and  j 
armory i 
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215.  The  noncommissioned  officers,  privates,  trumpeters,  drummers,  and 
musicians  of  the  Marine  Corps  shall  each  be  entitled  to  receive  one  ration  daily, 
but  no  law  shall  be  construed  to  entitle  marines  on  shore  duty  to  any  rations 
or  commutation  therefor,  other  than  such  as  now  are  or  may  hereafter  be 
allowed  to  enlisted  men  in  the  Army;  but  when  it  is  impracticable,  or  the 
expense  is  found  greater,  to  supply  marines  serving  on  shore  duty  in  the  island 
possessions  and  on  foreign  stations  with  the  Army  ration,  such  marines  shall  be 
allowed  the  Navy  ration  or  commutation  therefor. 

216.  The  first  voucher  for  the  disbursement  of  the  commutation  at  Navy 
rates  must  show  that  the  conditions  referred  to  above,  and  which  authorized 
the  payment,  existed  in  the  particular  case. 

217.  A  ration  is  the  allowance  for  subsistence  of  one  person  for  one  day,  and 
consists  of  the  authorized  component  parts  thereof. 

218.  Rations  will  be  furnished  by  the  Subsistence  Department  of  the  Army 
to  officers  and  enlisted  men  of  the  Marine  Corps  when  acting  or  proceeding  to 
act  in  cooperation  with  the  land  forces  of  the  United  States,  in  conformity  with 
the  requirements  of  section  1143  of  the  Revised  Statutes. 

.  219.  At  posts  and  stations  where  illumination  is  furnished  by  the  Quarter- 
master's Department,  candles  are  not  issued  as  part  of  the  ration,  except  to 
individuals  whom  it  is  not  practicable  for  that  department  to  supply  with 
illuminants.  - 

Paragraph  220. 

Add  "The  rations  of  men  absent  without  leave  from  proper 
authority  will  always  be  stopped;  an  unauthorized  absence  of  less 
than  twenty-four  hours  will  be  disregarded." 

221.r  Vouchers  will  be  made  in  favor  of  the  contractor  for  the  actual  number 
of  rations  drawn,  and  post  quartermasters  or  commanding  officers  will  receive 
from  the  quartermaster  of  the  Corps  at  the  end  of  each  month,  upon  the  receipt 
by  him  of  the  voucher  showing  rations  saved,  the  contract  price  of  these  rations, 
which  money  will  be  used  for  the  improvement  of  the  mess  at  the  post. 

Commutation. 

222.  Commutation  of  rations  may  be  allowed  at  the  following  rates,  under 
the  conditions  mentioned,  viz : 


Rate  per 

day  each. 


1 .  To  a  soldier  at  the  conclusion  of  his  furlough,  provided  that  on  or  before  the  last  day  thereof 

he  has  reported  at  his  proper  station  or  has  been  discharged 

2.  To  a  noncommissioned  officer  or  private  on  duty  at  a  station  where  there  are  no  other  troops— 

3.  To  a  soldier  on  detached  duty,  stationed  in  a  city  or  town  where  subsistence  is  not  furnished 

by  the  Government 

4.  To  a  soldier  traveling  under  orders  from  a  place  or  station  at  which  his  rations  have  been 

regularly  commuted 

5.  To  enlisted  men  traveling  under  orders  (when  the  journey  can  not  be  performed  in  twenty- 

four  hours  and  it  is  impracticable  to  carry  rations  of  any  kind),  as  follows  : 

To  an  enlisted    man  traveling  alone I 

To  enlisted  men  traveling  as  a  detachment  or  traveling  as  a  guard  to  an  insane  patienl  or 

prisoner,  each 

To  an  insane  patient  or  prisoner  traveling  under  guard  of  one  or  more  enlisted  men,  to 
be  paid,  on  the  order  of  the  commanding  officer,  in  advance  to,  and  to  be  receipted  for 
by,  the  person  to  whose  charge  the  patient  or  prisoner  is  committed  by  the  order 


$0.25 
.40 

.75 

1.50 

1.50 
1.50 


223.  Commutation  of  rations  will  not  be  allowed  to  enlisted  men  serving  where 
subsistence  is  furnished  by  the  Government ;  or  traveling  under  orders  when 
they  can  carry  and  cook  their  rations,  or  can  carry  cooked  or  travel  rations ;  or 
traveling  under  orders  on  army  transports  or  by  steamboat  or  steamship  where 
the  passage  rates  include  meals ;  or  failing  to  report  at  their  proper  stations  on 
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or  before  the  last  day  of  furlough  unless  discharged ;  or  recruiting  parties  at 
their  stations ;  nor  to  civil  employees. 

224.  In  the  rendition  of  vouchers  for  commutation  of  rations  the  certificate 
must  appear  on  the  face  thereof  that  it  was  impossible  to  carry  rations,  and 
that  rations  were  stopped  at  the  soldier's  station  during  the  period  for  which 
commutation  was  drawn. 

225.  Commutation  of  rations  allowed  to  an  enlisted  man  while  traveling,  wheu 
not  directed  to  be  paid  in  advance,  will  be  paid  to  him  by  the  quartermaster  of 
the  Corps  at  the  end  of  his  journey  upon  presentation  of  proper  vouchers, 
together  with  the  order  for  the  journey,  provided  the  transportation  company 
is  not  directed  to  furnish  subsistence  en  route.  The  certificate  referred  to  in 
preceding  paragraph  must  appear  on  the  face  of  the  voucher. 

226.  The  furlough  of  an  enlisted  man  will  show  by  certificate  of  his  command- 
ing officer  that  rations  in  kind  were  not  drawn  during  the  period  covered  by 
the  furlough  nor  an  equivalent  in  money  received.  The  date  and  hour  upon 
which  the  soldier  rejoined  his  proper  station  must  be  shown  on  the  face  of  the 
voucher  and  signed  by  the  commanding  officer. 

227.  Commutation  of  rations  will  be  allowed  to  enlisted  men  serving  as  clerks, 
messengers,  or  janitors,  at  such  places  and  at  such  rates  as  may  be  authorized 
by  the  Commandant  of  the  Corps. 

228.  A  detachment  of  marines  traveling  on  duty  under  orders  on  a  vessel  of 
the  United  States  Army  transport  service  will  be  quartered  and  subsisted  in  the 
same  manner  as  troops  of  the  Army  traveling  thereon.  The  commanding 
officer  or  quartermaster  of  the  detachment  will  certify  to  the  proper  transport 
officer  the  total  number  of  rations  drawn,  and  will  notify  the  quartermaster  of 
the  Marine  Corps  to  that  effect.  The  latter  will  request  a  transfer  of  appropri- 
ations to  be  made  to  pay  for  these  rations  upon  receipt  of  notice  from  th*e  Com- 
missary General  of  Subsistence,  United  States  Army,  of  the  indebtedness. 

229.  Enlisted  men  of  the  Corps  traveling  on  duty  under  orders  on  a  vessel  of  the 
United  States  Army  transport  service  will  not  be  allowed  commutation  of  rations 
for  the  time  they  are  aboard.  They  will  be  quartered  with  the  enlisted  men  of 
the  Army  on  board  of  corresponding  rank  and  will  mess  with  them  accordingly , 
and  the  proper  transport  officer  will  indorse  upon  the  travel  order  in  the  posses- 
sion of  the  men  the  dates  between  which  subsistence  was  so  furnished.  The 
travel  order,  so  indorsed,  will  be  turned  over  by  the  enlisted  men  at  the  end  of 
the  journey  to  the  commanding  officer  of  the  post  where  they  join,  who  will 
forward  it  to  the  quartermaster  of  the  Corps.  Sick  enlisted  men  traveling  on 
Army  transports  will  be  subsisted  in  the  same  manner  as  sick  men  of  the  Army. 

230.  Enlisted  men  granted  furlough  with  permission  to  travel  on  a  vessel  of  the 
United  States  Army  transport  service  will  be  quartered  with  the  enlisted  men 
of  the  Army  aboard  of  corresponding  rank  and  will  mess  with  them  accordingly. 
The  transport  officer  will  certify  upon  the  men's  furlough  the  dates  between 
which  the  subsistence  was  so  furnished.  On  paying  commutation  of  rations 
on  the  furlough  the  days  included  between  these  dates  will  be  deducted. 

231.  An  enlisted  man,  a  resident  of  the  United  States,  serving  in  the  islands  of 
Porto  Rico,  Hawaii,  Guam,  Samoa,  or  the  Philippines,  who,  on  being  honorably 
discharged  from  the  service  in  those  islands  by  reason  of  the  expiration  of  enlist- 
ment, is  granted  authority  to  return  to  the  United  States  in  a  vessel  of  the 
United  States  Army  transport  service,  or  other  public  vessel,  will  be  allowed  free 
subsistence  while  on  board.  Payment  for  this  subsistence  will  be  effected  by  the 
quartermaster  of  the  Corps. 

232.  Whenever  enlisted  men  of  the  Marine  Corps  are  transported  on  board 
men-of-war  as  passengers  and  not  attached  to  said  vessels  as  part  of  their  regular 
complements,  and  while  on  board  in  that  capacity  are  subsisted  by  the  general 
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messes  of  said  vessels,  these  general  messes  should  be  reimbursed  for  the  actual 
value  of  the  provisions  furnished,  provided  said  value  does  not  exceed  the  com- 
mutation price  of  the  Navy  ration^  namely,  30  cents  per  diem. 

ICE. 

233.  Requisitions  for  ice  for  the  preservation  of  rations  and  for  use  in  offices 
will  be  made  on  the  quartermaster  of  the  Corps.  The  requisitions  should  be 
carefully  prepared  and  only  call  for  such  quantities  as  will  actually  meet  the 
requirements  of  the  service. 

EXPENDITURE   OF  AMMUNITION. 

234.  Ammunition  will  only  be  expended  in  action,  in  defense  of  life  or  public 
property,  in  target  practice,  in  the  preliminary  instruction  of  the  soldier,  in 
hunting,  and  for  authorized  salutes.  The  officer's  certificate  as  to  the  necessity 
for  all  expenditures  of  ammunition  must  accompany  his  return.  Ammunition 
expended  by  a  soldier  without  orders,  or  not  in  the  line  of  duty,  or  which  may 
be  damaged  or  lost  through  his  neglect,  will  be  charged  to  him. 

CONTRACTORS'   BONDS. 

235.  Bonds  for  the  faithful  performance  of  contracts  for  supplies  or  service 
will  be  required  in  all  cases  unless  waived  by  the  quartermaster  of  the  Corps. 

No  bond  will  be  required  when  the  contract  is  for  furnishing  meals  to  recruits 
and  recruiting  parties. 

236.  The  amount  of  penalty  in  a  contractor's  bond  will  be  fixed  by  the  con- 
tracting officer,  and  will  not  be  less  than  one-quarter  nor  more  than  the  full 
amount  of  the  consideration  of  the  contract. 

237.  When  bonds  for  the  faithful  performance  of  contracts  are  exacted,  they 
will  be  made  and  executed  with  the  necessary  justification  and  certification  of 
sufficiency  of  sureties,  in  accordance  with  the  instructions  printed  on  the  blank 
forms  of  contractors'  bonds  furnished  by  the  quartermaster  of  the  Corps.  Such 
bonds  must  be  executed  by  the  contractor  as  principal,  and  by  a  surety  company, 
or  by  at  least  two  sufficient  and  responsible  persons  who  must  be  citizens  of  the 
United  States,  as  sureties.  Each  must  affix  to  his  signature  a  seal,  and  each 
signature  must  be  attested  by  at  least  one  witness.  When  practicable  there  will 
be  a  separate  witness  to  each  signature. 

238.  Each  signature  of  obligors  and  sureties  is  attested  by  at  least  one  wit- 
ness ;  when  practicable,  by  a  separate  witness  to  each  signature. 

239.  The  sureties  are  to  make  and  subscribe  affidavits  of  justification  on  the 
back  of  the  bond ;  the  sum  in  which  they  jointly  justify  to  be  double  the  amount 
of  the  penalty ;  the  affidavit  to  be  taken  before  an  official  or  person  authorized  by 
the  laws  of  the  United  States,  State,  Territory,  or  District,  to  administer  oaths. 

240.  Justification  of  guarantors  and  sureties  shall,  if  practicable,  be  followed 
by  the  certificates  of  a  judge  of  a  United  States  court,  or  United  States  district 
attorney,  or,  in  their  absence/  by  some  other  civil  officer  of  the  United  States, 
or  by  the  judge  of  a  State  court  of  record,  with  the  seal  of  said  State  court 
attached  to  the  certificate,  who  shall  certify  that  the  guarantors  or  sureties  are 
known  to  him,  and  that  to  the  best  of  his  knowledge  and  belief  each  is  pecuniarily 
worth,  over  and  above  ail  his  debts  and  liabilities,  the  sum  stated  in  his  affidavit 
of  justification.  But.  if  necessary  or  more  convenient,  separate  certificates  may 
be  furnished  as  to  each  guarantor  or  surety. 

241.  A  firm  will  not  be  accepted  as  a  surety,  nor  will  a  partner  be  accepted 
as  a  surety  for  a  copartner  or  for  a  firm  of  which  he  is  a  member.  (Revised 
Statutes,  sec.  3722. )  An  officer  of  a  corporation  will  not  be  accepted  as  surety 
for  such  corporation. 
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242.  A  surety,  or  the  sureties  to  a  bidder's  bond,  may  be  accepted  as  surety  or 
sureties  to  the  bond  of  the  same  person  (if  his  bid  be  accepted)  as  contractor, 
provided  such  surety  or  sureties  are  able  duly  to  justify  as  required  for  the 
second  bond.  All  bidders'  and  contractors'  bonds  are  to  be  executed  in 
duplicate. 

BONDS   OF  DISBURSING  OFFICERS,  BIDDERS,  AND   CONTRACTORS. 

243.  Before  entering  upon  the  duties  of  his  office,  every  officer  of  the  Quarter- 
master's Department  of  the  Marine  Corps  is  required  by  law  to  give  bond  for 
the  faithful  performance  thereof,  with  sufficient  security,  to  be  approved  by  the 
Secretary  of  the  Navy. 

244.  He  shall  give  a  new  bond,  with  sufficient  surety,  every  four  years,  or 
whenever  required  to  do  so  by  the  Secretary  of  the  Navy,  and  all  such  bonds 
shall  be  examined  every  two  years  for  the  purpose  of  ascertaining  the  sufficiency 
of  the  surety  thereon.  Such  bond  takes  effect  from  the  date  of  its  approval  by 
the  Secretary  of  the  Navy. 

245.  The  issuing  of  a  new  appointment  and  commission  to  any  officer  shall 
not  affect  or  annul  any  existing  bond,  but  the  same  shall  remain  in  force  and 
apply  to  such  new  appointment  and  commission. 

246.  The  bond  of  an  officer  of  the  Quartermaster's  Department  acting  as  an 
assistant  to  another  officer  of  the  same  department  covers  the  Government 
property  actually  in  his  custody,  and  for  which  he  has  receipted,  but  does  not 
release  the  senior  from  a  proper  supervision  over  the  acts  of  his  subordinate. 

247.  Sureties  to  bonds  given  by  disbursing  officers  will  be  bound  jointly  and 
severally  for  the  whole  amount  expressed  therein,  and  must  satisfy  the  Secre- 
tary of  the  Navy  that  they  are  worth,  jointly,  double  such  amount,  each  surety 
making  affidavit  that  he  is  worth  that  sum  over  and  above  his  debts  and  liabil- 
ities, and  stating  in  the  affidavit  his  place  of  residence. 

248.  When  the  principal  of  the  bond  is  a  corporation,  a  copy  of  its  charter  or 
articles  of  incorporation,  authenticated  by  the  secretary  of  state  or  other  officer 
having  authority,  will  be  attached  to  the  bond.  A  copy  of  the  record  of  the 
organization  of  the  corporation  and  of  the  selection  and  qualification  of  the  offi- 
cers executing  the  bond  in  its  behalf,  as  well  as  a  copy  of  the  record  of  the 
proceedings  of  the  board  of  directors  or  other  governing  body  of  the  corporation, 
showing  their  authority  to  execute  the  same — all  duly  certified  by  the  custodian 
of  such  records,  under  the  seal  of  the  corporation,  to  be  correct  copies — will  be 
attached  thereto. 

249.  Before  a  corpjration  will  be  accepted  as  surety  there  must  be  filed  with 
the  Secretary  of  the  Navy,  or  attached  to  the  bond,  a  copy  of  the  record  of  the 
selection  of  the  officers  who  have  authority  to  execute  the  bond  or  bonds  on  be- 
half of  the  company,  as  well  as  a  copy  of  the  by-laws  or  other  records  showing 
their  authority ;  these  copies  to  be  duly  certified  by  the  custodian  of  such  records, 
under  the  seal  of  the  corporation,  to  be  correct  copies.  s  There  will  also  be  filed 
with  the  Secretary  of  the  Navy  andtemized  statement  of  the  financial  condition 
of  the  company  showing  its  assets  and  liabilities,  signed  and  sworn  to  by  the 
president  and  secretary  of  the  company.  The  financial  statement  will  be  fur- 
nished quarterly  without  being  called  for,  and  the  evidence  as  to  the  selection 
of  the  officers  of  the  company  will  be  furnished  immediately  after  their  election, 
and  whenever  any  change  is  made  in  their  authority  to  execute  bonds  evidence 
thereof  will  be  immediately  furnished. 

250.  In  case  of  financial  embarrassment,  failure,  or  other  disqualifying  cause 
on  the  part  of  the  surety  to  a  bond,  the  Secretary  of  the  Navy  requires  the  bond 
to  be  renewed  to  his  satisfaction,  upon  notification  to  the  principal. 

251.  Before  a  corporation  will  be  accepted  as  surety  it  must  obtain  authority 
in  writing  from  the  Attorney  General  to  do  business  under  the  act  of  August  13, 
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1894,  and  must  file  with  the  Secretary  of  the  Navy  a  copy  of  such  authority, 
duly  certified  as  a  true  copy  by  the  Department  of  Justice. 

252.  Before  a  corporation  will  be  accepted  as  surety  on  the  bond  of  a  principal 
residing  in  a  State  or  Territory  other  than  the  one  in  which  it  was  incorporated, 
it  must  comply  with  the  requirements  of  section  2  of  act  of  August  13,  1894,  as 
to  the  appointment  of  an  agent  on  whom  process  may  be  served,  etc. ,  and  must 
file  with  the  Secretary  of  the  Navy  a  copy  of  the  power  of  attorney  to  such 
agent,  authenticated  under  the  seal  of  the  United  States  district  court  for  the 
judicial  district  within  which  the  agent  resides,  or  the  certificate  of  the  Depart- 
ment of  Justice  that  the  company  has  complied  with  the  provisions  of  section  2 
of  said  act  of  August  13,  1894. 

253.  The  principal  and  surety  must  sign  and  seal  the  bond.  The  corporate 
seal  of  the  corporation  must  be  affixed  to  the  bond  by  some  person  duly  author- 
ized, who  must  also  affix  the  name  of  the  corporation  to  it,  followed  by  his  own 
signature  and  official  designation  written  after  the  word  "by."  The  names  and 
places  of  business  of  the  principal  and  surety  must  be  written  in  the  body  of 
the  bond. 

MARKING  SUPPLIES  BY  CONTRACTORS. 

254.  Contractors  furnishing  supplies  will  mark  and  distinguish  them  with 
their  names,  date  of  contract,  and  such  other  designations  as  shall  be  directed 
by  the  purchasing  officer. 

EMERGENCIES. 

255.  In  order  that  the  quartermaster  of  the  Corps  may  keep  himself  advised 
of  the  condition  of  the  appropriations,  expenses  should  not  be  created  without  his 
approval,  or  the  approval  of  an  officer  of  the  Quartermaster's  Department  compe- 
tent to  give  such  approval.  Emergencies  may  arise,  or  the  conditions  be  such, 
when  the  procurement  of  labor  and  material  in  the  open  market  without  the 
authority  of  the  Quartermaster's  Department  is  necessary.  Such  occasions  are 
to  be  regarded  as  exigencies,  and  officers  of  the  Corps,  in  preparing  vouchers  to 
cover  such  purchases,  shall  certify  on  the  vouchers  that  an  emergency  existed 
and  state  the  circumstances  thereof,  and  that  it  was  impracticable  to  communi- 
cate with  the  quartermaster  either  by  telegraph  or  letter.  An  exigency  is  defined 
by  the  United  States  Supreme  Court  to  be  "  an  immediate  pressing  necessity,  and 
one  requiring  resort  to  unusual  power  and  effort."  When  time  will  permit,  the 
quartermaster  shall  be  communicated  with  previously  to  an  expense  being 
created.    An  emergency  purchase  will  not  be  made  when  avoidable. 

256.  Before  making  such  a  purchase  the  officer  will  inform  himself  concerning 
prevailing  prices  by  inquiry  among  responsible  dealers  in  his  locality,  and,  if 
practicable,  obtain  oral  proposals  either  by  telephone  or.  in  person.  A  certificate 
to  this  effect  will  be  written  on  the  face  of  the  vouchers  by  the  officer  making 
the  purchase,  giving  the  names  of  dealers  and  amounts  of  their  bids. 

257.  An  exigency  can  not  be  presumed  to  exist,  because  the  statute  requires 
evidence  of  its  existence.  An  officer  who  has  let  a  contract  without  complying 
with  the  law  requiring  him  to  advertise  for  bids  can  not  by  permitting  per- 
formance under  it  to  proceed  to  any  extent  make  such  contract  binding  upon 
the  United  States. 

258.  The  law  does  not  presume  the  continuance  of  the  exigency  because  the 
statute  provides  that  it  shall  be  met  by  an  immediate  contract.  The  law  requir- 
ing advertisements  and  proposals  for  public  contract  obviously  was  intended  by 
Congress  to  invite  competition  among  bidders,  and  to  prevent  favoritism  and 
fraudulent  combinations  in  awarding  contracts. 

COMPETITION. 

259.  Competition  in  the  procurement  of  public  supplies  is  required  by  law, 
and  its  observance  in  practice  results  in  economy  in  the  expenditures.  When- 
ever practicable,  even  in  cases  of  emergency,  the  fullest  competition  among 


regular  and  responsible  dealers  in  the  supplies  required  shall  be  invited.  A  cer- 
tificate as  to  the  number  of  bids  sought  and  received  will  be  made  on  the  face  of 
each  voucher,  and  the  bids  received  will  accompany  the  vouchers. 

260.  Great  care  will  be  taken  in  the  preparation  of  specifications  that  the 
article  desired  may  be  clearly  and  accurately  described,  in  order  that  all  dealers 
may  bid  on  the  same  understandingly. 

PUBLIC  MONEYS. 

261..  The  use  of  moneys  for  purposes  other  than  those  for  which  appropriated, 
liquidation  of  liabilities  of  one  fiscal  year  by  use  of  moneys  appropriated  for 
another,  and  expenditures  in  a  fiscal  year  of  any  sum  in  excess  of  appropriations 
for  that  year,  or  involving  the  Government  in  any  contract  for  future  payment 
of  money  in  excess  of  appropriations,  except  as  authorized  by  section  3732,  R.  S. , 
are  prohibited. 

262.  Lists  of  national-bank  depositories  designated  for  theiise  of  disbursing 
officers,  with  the  amounts  of  securities  filed  by  each  with  the  United  States 
Treasurer,  will  be  published  from  time  to  time  in  orders.  Where  there  are 
two  or  more  designated  depositories  in  the  same  place,  credits  should  be  so  regu- 
lated tby  each  disbursing  officer  there  stationed  as  to  maintain,  as  far  as  pos- 
sible (by  deposits,  disbursements,  and  transfers),  a  proportion  between  the 
amount  of  his  credit  at  each  depository  and  the  amount  of  securities  filed  by  it 
with  the  United  States  Treasurer.  Transfers  from  one  depository  to  another 
are  not  authorized  except  through  the  Treasury  Department. 

263.  An  officer  is  not  authorized  to  insure  public  money  or  property,  and  he 
will  not  be  allowed  credit  for  any  expense  paid  for  the  collection  of  money  on 
checks. 

264.  Every  officer  of  the  Quartermaster's  Department  who  receives  public 
money  which  he  is  not  authorized  to  retain  as  salary,  pay,  or  emolument,  shall 
render  his  accounts  quarterly.  Such  accounts,  with  the  necessary  vouchers, 
etc. ,  shall  be  mailed  or  otherwise  sent  to  the  Auditor  for  the  Navy  Department 
within  twenty  days  after  the  period  to  which  they  relate. 

265.  The  Secretary  of  the  Treasury  being  empowered  to  make  orders  in  par- 
ticular cases,  relaxing  the  requirement  of  mailing  or  otherwise  sending  accounts 
within  the  prescribed  time,  and  to  waive  delinquency,  in  such  cases  only  in  which 
there  is,  or  is  likely  to  be,  a  manifest  physical  difficulty  in  complying  with  the 
requirement,  officers  should,  when  it  is  impossible  to  comply,  make  such 
explanations,  in  the  letter  transmitting  their  accounts,  as  will  enable  the 
accounting  officers  to  determine  as  to  their  delinquency.  (Art.  1588,  N.  R., 
1904.) 

266.  Officers  of  the  Quartermaster's  Department  shall  transmit  to  the  Audi- 
tor for  the  Navy  Department  quarterly,  and  when  detached  from  duty,  an 
account  current  of  all  moneys  received,  expended,  and  remaining  on  hand  under 
each  appropriation,  accompanied  by  an  abstract,  and  by  all  rolls,  vouchers,  and 
other  papers  necessary  to  substantiate  the  account. 

267.  They  shall  also  transmit  to  the  Auditor  for  the  Navy  Department  and 
to  the  Bureau  of  Supplies  and  Accounts  a  monthly  money  statement  of  all  moneys 
received,  expended,  and  remaining  on  hand  under  each  appropriation. 

268.  The  above  returns  must  be  made  out  and  forwarded  within  ten  days 
after  the  expiration  of  each  month,  unless  otherwise  directed  by  the  Secretary 
of  the  Treasury,  and  shall  always  be  forwarded  promptly,  by  mail,  independently 
of  other  returns. 

269.  Officers  of  the  Quartermaster's  Department  shall  render  their  final 
accounts  of  such  moneys  to  the  Auditor  for  the  Navy  Department  as  prescribed 
by  the  paragraph  relating  to  quarterly  accounts. 
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270.  The  time  prescribed  for  the  rendition  of  final  returns  and  accounts  begins 
from  the  date  of  arriving  at  their  domiciles,  provided  there  be  no  unnecessary 
delay  in  so  arriving,  a  certificate  of  which  date  must  be  filed  with  returns  and 
accounts. 

DISBURSING  OFFICERS. 

271.  When  an  officer  disburses  money  in  different  capacities,  his  deposits  and 
accounts  will  be  kept  distinct,  according  to  the  bureaus  to  which  they  pertain. 

272.  An  officer  of  the  Quartermaster's  Department  ceasing  to  act  as  a  dis- 
bursing officer  and  having  public  funds  to  his  credit  in  any  office  or  bank  will  at 
once  inform  the  Secretary  of  the  Treasury,  stating  what  checks  drawn  against 
the  same  are  still  outstanding  and  unpaid. 

273.  Disbursing  officers  of  the  Quartermaster's  Department  will  not  pay  an 
account  until  it  is  due.  In  cases  of  contracts  for  the  performance  of  service  or 
delivery  of  articles,  payment  will  not  exceed  the  value  of  services  rendered,  or 
articles  actually  delivered. 

274.  Disbursing-  nffWve  avo  r>am-.i™A  ±~  i~ —  -Li--;-.  accoun^s  with  the  United 

Paragraph  274.  y  them^  and  tQ  gtate  -n  the 

In  last  line,  substitute  "  1905  "  for  "  1904  ".  3  bond  under  which  it  is 

iciiucicu.        yxi.ll.    100/,   JN.   K.,   1904.) 

RESPONSIBILITY  AND  PENALTIES. 

275.  All  officers,  agents,  or  other  persons  receiving  public  moneys  shall 
render  strict  accounts  of  the  application  thereof,  according  to  the  appropriation 
under  which  the  same  may  have  been  advanced  to  them.     (Sec.  3623,  R.  S. ) 

276.  It  is  the  duty  of  any  disbursing  officer  of  the  Quartermaster's  Depart- 
ment of  the  Marine  Corps  when  ordered  by  his  commanding  officer  to  make  an 
expenditure  of  money  or  stores  which  he  (the  disbursing  officer)  believes  to  be 
illegal  or  contrary  to  regulation,  to  state  in  writing,  on  such  grounds,  his 
objections  to  obeying  the  order,  and  request  that  he  be  given  the  order  in  writing ; 
and  on  the  receipt  of  such  order  the  expenditure  will  be  made,  and  the  command- 
ing officer  will  be  held  responsible  if  the  expenditure  is  illegal.  A  copy  of  the 
order  will  be  filed  by  the  officer  with  each  of  his  vouchers  for  the  disbursement. 

277.  Although  in  point  of  fact  an  officer  may  be  charged  on  the  books  of  the 
Treasury  with  the  amount  of  requisitions  made  in  his  favor,  yet  he  is  not  to  be 
held  accountable  for  money  until  it  shall  come  to  his  hands. 

278.  If  any  person  under  the  Navy  Department  has  knowledge  of  any  fraud, 
collusion,  or  improper  conduct  on  the  part  of  any  purchasing  or  other  agent,  or 
contractor,  or  on  the  part  of  any  person  employed  in  superintending  repairs, 
receiving  or  receipting  for  supplies,  or  has  knowledge  of  any  fraud,  collusion, 
or  improper  conduct  in  any  matters  connected  with  the  naval  service,  he  shall 

Paragraph  278.  ;ure,  to  his  imme- 

Lsconduct,   fraud, 
In  last  line,  substitute  "  1905  "  for  "  1904".  (Art.  217,  N.  R., 

1904. ) 

279.  No  person  employed  in  the  Navy  or  under  the  Navy  Department  shall 
tnkfi  or  ro/^.TTn   «i;-n,™+"UT  ™  i^Ai-^^^i^    ~~~ 1„ — ~i.  ~™   ~Tatuity  from  any 

Paragraph  279.  nt  Qr  attorney  for 

In  last  line,  substitute  "  1905  "  for  "  1904  ". 

280.  No  officer  of  the  Quartermaster's  Department  disbursing  money  for  the 
Marine  Corps,  or  directing  the  disbursement  thereof,  shall  be  concerned  individ- 
ually, directly  or  indirectly,  in  the  purchase  or  sale  of  any  article  intended  for, 
used  by,  or  pertaining  to  the  department  in  which  he  is  engaged. 

281.  Officers  will  not  purchase  supplies  for  the  Marine  Corps  from  any  other 
person  in  the  military  or  naval  service,  nor  contract  with  any  such  person  to 
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furnish  supplies  or  service  to  the  Corps,  nor  make  any  Government  purchase  or 
contract  in  which  such  person  shall  be  admitted  to  share  or  receive  benefit. 

282.  Officers  si  Paragraph  282. 
official  dealings,  o                             T    ,     .  ,. 

236  N  R    1904  )  '  substltute  "  1905  "  for  "  1904  ". 

283.  In  all  cases  of  transfer  of  funds,  the  receiving  officer  must  state  on  the 
receipt  given  that  he  holds  himself  accountable  to  the  United  States  for  the  sum 
received. 

DEPOSITS  AND   CHECKS. 

284.  Each  check  of  a  disbursing  officer  of  the  Quartermaster's  Department 
must  state  on  its  face  the  object  of  the  expenditure,  and  in  case  of  payment  to 
officers  or  enlisted  men,  the  period  covered  by  the  payment.  Such  statements 
must  be  brief  but  clear,  as,  for  instance,  "pay,"  "pay  roll,"  or  "payment  of 
troops,"  adding  the  post  or  station;  "purchase  of  subsistence  "  or  of  other  sup- 
plies, naming  them;  "on  contract  for  construction,"  mentioning  the  public 
work  for  which  the  payment  is  made.  Payment  is  refused  on  all  checks  where 
this  requirement  is  disregarded,  and  report  of  the  fact  made  to  the  Treasury. 

285.  Officers  of  the  Quartermaster's  Department  of  the  Marine  Corps  at 
stations  outside  the  continental  limits  of  the  United  States,  where  there  is  no 
treasurer  or  assistant  treasurer,  are  authorized  to  keep  at  their  own  risk  money 
received  by  them  for  disbursement  for  public  purposes,  or  they  may  place  such 
moneys  in  the  depositories  near  their  stations  which  may  from  time  to  time  be 
established. 

286.  Every  person  who,  having  moneys  of  the  United  States  in  his  hands  or 
possession,  fails  to  make  deposit  of  the  same  with  the  Treasurer,  or  some  assistant 
treasurer,  or  some  public  depository  of  the  United  States  when  required  so  to  do 
by  the  Secretary  of  the  Treasury  or  the  head  of  any  other  proper  department, 
or  by  the  accounting  officers  of  the  Treasury,  shall  be  deemed  guilty  of  embez- 
zlement thereof,  and  shall  be  imprisoned  not  less  than  six  months  nor  more 
than  ten  years,  and  fined  in  a  sum  equal  to  the  amount  of  money  embezzled. 
(Sec.  5492,  R.  S.) 

287.  Every  disbursing  officer  of  the  United  States  who  deposits  any  public 
money  intrusted  to  him  in  any  place  or  in  any  manner,  except  as  authorized  by 
law,  or  converts  to  his  own  use  in  any  way  whatever,  or  loans  with  or  without 
interest,  or  for  any  purpose  not  prescribed  by  law  withdraws  from  the  Treasurer, 
or  any  assistant  treasurer,  or  any  authorized  depository,  or  for  any  purpose  not 
prescribed  by  law  transfers  or  applies  any  portion  of  the  public  money  intrusted 
to  him,  is  in  every  such  act  deemed  guilty  of  an  embezzlement  of  the  money  so 
deposited,  converted,  loaned,  withdrawn,  transferred,  or  applied;  and  shall  be 
punished  by  imprisonment  with  hard  labor  for  a  term  not  less  than  one  year  nor 
more  than  ten  years,  or  by  a  fine  of  not  more  than  the  amount  embezzled  or 
less  than  one  thousand  dollars,  or  by  both  such  fine  Wid  imprisonment.  (Sec. 
5488,  R.  S. ) 

288.  Officers  of  the  Quartermaster's  Department  of  the  Marine  Corps,  on 
being  relieved  from  duty  involving  pecuniary  responsibility,  shall  immediately 
deposit  in  the  Treasury  of  the  United  States,  or  other  authorized  depository,  the 
total  balance  of  public  funds  in  their  hands  and  notify  the  quartermaster  of 
the  corps  of  the  amount  so  deposited  and  the  appropriations  to  which  it  is  to  be 
credited,  that  he  may  have  knowledge  of  the  state  of  the  different  appropriations. 
Under  no  circumstances  shall  they  transfer  such  balance,  or  any  part  of  it,  to 
their  successors,  or  carry  it  to  future  accounts  of  their  own,  unless  authorized 
to  do  so  by  the  Secretary  of  the  Navy. 

289.  This  prohibition  will  not  apply  to  officers  serving  at  stations  without  the 
continental  limits  of  the  United  States,  who  may,  on  the  written  order  of  the 
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senior  naval  officer  present,  transfer  such  funds  to  their  successors,  taking 
proper  receipts  for  the  same.  Such  written  order  should  be  filed  with  the  officer's 
final  account. 

290.  In  the  event  of  the  death  at  a  station  outside  the  continental  limits  of  the 
United  States  of  an  officer  of  the  Quartermaster's  Department  of  the  Marine 
Corps,  or  of  his  being  pronounced  by  competent  medical  authority  to  be  deranged 
or  disabled  in  mind  or  body,  to  such  an  extent  as  seriously  to  incapacitate  him 
for  the  performance  of  his  duties,  or  in  event  of  its  being  necessary  to  relieve 
such  officer  from  duty  for  any  cause  whatever,  the  commanding  officer  of 

marines  under  whom  such  officer  has  been  serving  shall  immediately  take  pos- 
Paragraph  290.  )rfc 

In  line  nine,  strike  out  the  word  "  naval  ".  ut 

„  ^^v^o  u^  ucutte  an  mveiiiory  or  me  papers,  money,  and 

stores  then  on  hand ;  and  shall  appoint  a  suitable  person  to  take  charge  of  the 
same,  and  to  perform  the  duties  of  such  officer  until  otherwise  directed  by 
competent  authority. 

-~~,™i  nffif.CT  present  shall  also  appoint  another  suitable  person 
Paragraph  291.  "      ^ooks,  and  to  have 

«*«,  ™iin®  one>  strike  out  the  word  "naval  "  'lete  settlement  of 

the  accounts  of  such  officer  of  the  Quartering  Jo-l  d  _  __,_.  ,  and  to  be  respon- 

sible for  their  proper  transmission  to  the  Commandant  of  the  Marine  Corps. 

292.  The  above-mentioned  inventory  will  be  made  in  duplicate,  one  copy  to 
accompany  the  first  returns  of  the  relieving  officer,  the  other  to  be  attached 
to  the  final  accounts  of  the  officer  relieved. 

293.  If  an  officer  of  the  Quartermaster's  Department  of  the  Marine  Corps 
unable  to  settle  his  accounts  shall,  while  of  sound  mind,  have  nominated  in 
writing  a  person  to  be  selected  to  have  custody  of  the  books,  vouchers,  and  other 
papers,  and  to  complete  accounts  as  above  mentioned,  the  senior  naval  officer 
present  shall,  unless  manifestly  contrary  to  the  public  interest,  conform  to  such 
nomination,  and  shall  inform  the  Department,  without  delay,  of  his  entire 
action  in  the  matter ;  but  nothing  in  this  paragraph  shall  apply  to  an  officer  of 
the  Quartermaster's  Department  relieved  from  duty  for  misconduct. 

294.  Officers  of  the  Quartermaster's  Department  at  navy  yards  and  stations 
in  the  United  States  must  deposit  at  the  close  of  each  fiscal  year,  to  the  credit 
of  the  Treasurer  of  the  United  States,  all  unexpended  balances  of  appropriations 
in  their  hands,  after  reserving  sufficient  to  pay  all  unpaid  approved  vouchers 
that  may  be  in  their  possession  (a  schedule  of  which  will,  if  possible,  accompany 
the  last  account  current  for  the  year),  and  the  disbursing  officer's  account  closed 
by  a  credit  for  such  deposit. 

295.  Balances  retained  after  the  close  of  the  fiscal  year  for  the  purpose  of 
paying  outstanding  liabilities  will  be  carried  continuously  on  accounts  current 
under  the  proper  heads  of  appropriations  until  disposed  of  by  expenditures  or 
deposits.  Admitted  errors  will  be  credited  to  the  United  States  in  accounts 
current  under  head  of  the  appropriation  in  which  they  occurred. 

296.  They  must  deposit,  unless  otherwise  authorized  or  directed  by  the  Secre- 
tary of  the  Navy,  to  the  credit  of  the  United  States,  all  balances  of  appropriations 
in  their  hands  pertaining  to  the  current  fiscal  year  from  which  they  have  made 
no  payments  within  a  period  of  three  months. 

297.  Officers  of  the  Quartermaster's  Department  of  the  Marine  Corps  at  sta- 
tions without  the  continental  limits  of  the  United  States,  having  coin  or  currency 
or  both  in  their  possession  in  excess  of  needs,  or  which  for  any  reason  should  be 
deposited  to  the  credit  of  the  Treasurer  of  the  United  States,  may  exchange  the 
same  for  official  checks  of  United  States  disbursing  officers  drawn  against  the 
Treasurer  or  any  assistant  treasurer  of  the  United  States  in  favor  of  the  depos- 
iting officers  themselves  or  of  public  creditors,  and  may  use  such  checks  for 
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making  deposits  by  indorsing  them  "Pay  to  the  Treasurer  of  the  United  States," 
adding  their  official  signatures,  and  forwarding  them  by  mail  to  the  Treasurer 
of  the  United  States,  Washington,  District  of  Columbia,  with  a  letter  request- 
ing that  the  amount  thereof  be  deposited  in  the  Treasury  and  carried  to  the 
credit  of  the  appropriation  to  which  the  funds  should  go,  naming  it,  or  to  that 
of  "miscellaneous  receipts,"  as  the  case  may  require.  Depositing  officers  using 
such  checks  for  the  purpose  herein  described  will  be  held  strictly  responsible  for 
the  genuineness  and  sufficiency  of  all  indorsements  on  the  same  preceding  their 
own.  Should  it  be  impracticable  to  obtain  United  States  disbursing  officer's 
checks  for  the  purpose,  the  money  (United  States  coin  or  currency)  will  be  for- 
warded through  a  bill  of  exchange  to  be  purchased  for  the  purpose. 

298.  Every  officer  of  the  Quartermaster's  Department,  in  opening  his  first 
account  and  before  issuing  any  checks,  will  furnish  the  depositary  on  whom 
the  checks  are  to  be  drawn  with  his  official  signature,  duly  verified  by  some 
officer  whose  signature  is  known  to  the  depositary. 

299.  For  every  Treasury  draft  received  by  the  depositary  to  be  placed  to  the 
official  credit  of  a  disbursing  officer,  and  for  every  deposit  of  funds  made  by 
the  officer  to  his  official  credit,  subject  to  payment  of  his  checks,  a  receipt,  num- 
bered in  serial  order,  and  giving  the  place  and  date  of  issue,  will  be  furnished  him 
by  the  depositary,  setting  forth  the  character  of  the  funds,  i.  e.,  whether  coin  or 
currency.  If  the  credit  is  made  by  a  disbursing  officer's  check  transferring 
funds,  the  essential  items  of  the  check  will  be  enumerated,  and  if  by  a  Treasury 
draft,  the  warrant  number  The  title  of  the  officer  will  be  expressed,  and  the 
title  of  the  account  will  also  show  for  what  branch  of  the  public  service  it  is 
kept.  The  receipt,  called  "a  disbursing  officer's  receipt,"  will  be  retained  by 
the  officer  in  whose  favor  it  is  made. 

300.  In  case  of  the  death,  resignation,  or  removal  from  active  service  of  a  dis- 
bursing officer  of  the  Quartermaster's  Department,  any  check  previously  drawn 
by  him,  and  not  presented  for  payment  within  four  months  of  its  date,  will  not 
be  paid  until  its  correctness  shall  have  been  attested  by  the  Secretary  or  Assist- 
ant Secretary  of  the  Treasury. 

301.  A  check  drawn  by  a  disbursing  officer  of  the  Quartermaster's  Depart- 
ment still  in  active  service,  presented  before  it  shall  have  been  issued  three  full 
fiscal  years,  will  be  paid  in  the  usual  manner  by  the  office  or  bank  on  which 
it  is  drawn,  and  from  funds  to  the  credit  of  the  drawer. 

302.  At  the  close  of  each  fiscal  year  every  disbursing  officer  of  the  Quarter- 
master's Department  will.make  a  return  to  the  Secretary  of  the  Treasury,  through 
the  proper  channels,  of  all  outstanding  checks  issued  by  him  three  years  or  more 
prior  thereto,  giving  the  names  of  payees  and  their  residences  when  known,  the 
purposes  for  which  and  places  on  which  the  checks  were  drawn,  with  amounts, 
numbers,  and  dates  of  same,  and  the  numbers  of  the  vouchers  received  therefor. 

303.  At  the  close  of  each  fiscal  year  all  amounts  remaining  to  the  credit  of  a 
disbursing  officer  of  the  Quartermaster's  Department,  represented  by  checks  or 
drafts  drawn  upon  the  Treasurer,  an  assistant  treasurer,  or  any  designated 
depositary,  three  or  more  years  prior  thereto,  will  be  covered  into  the  Treasury 
and  there  stand  to  the  credit  of  the  payees  in  an  appropriation  account  denom- 
inated "outstanding  liabilities." 

304.  A  check  which  has  been  issued  for  a  longer  period  than  three  full  fiscal 
years  will  be  paid  only  by  the  settlement  of  an  account  in  the  Treasury  Depart- 
ment. For  this  purpose  the  check  will  be  transmitted,  through  the  proper  chan- 
nels, to  the  Secretary  of  the  Treasury. 

CERTIFICATES   OF   DEPOSIT. 

305.  Public  moneys  are  transferred  to  the  general  Treasury  by  being  deposited 
to  the  "credit  of -the  Treasurer  of  the  United  States,"  either  at  the  Treasurer's 
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office,  or  at  the  office  of  one  of  the  assistant  treasurers,  or  at  one  of  the  desig- 
nated depositories.  All  "miscellaneous  receipts  on  account  of  proceeds  of 
Government  property "  must  be  deposited ;  also,  when  required  by  the  quarter- 
master, the  public  moneys  in  the  possession  of  or  to  the  credit  of  disbursing 
officers  of  his  department  or  others.  For  each  deposit  made  a  ' '  certificate  of 
deposit"  in  duplicate  will  be  given,  showing  the  full  name  and  rank  of  the 
depositor,  and  to  what  appropriation  or  fund  the  amount  belongs,  the  depositor 
giving  the  necessary  information  when  making  the  deposit. 

306.  The  "originals"  of  all  certificates  of  deposit  are  required  by  law  to  be 
forwarded  by  the  depositaries  direct  to  the  Secretary  of  the  Treasury;  the 
"duplicates"  are  filed  by  the  depositing  officers  with  their  retained  papers. 
Immediately  upon  making  a  deposit  to  the  credit  of  the  Treasurer  of  the  United 
States  the  depositing  officer  will  notify  the  Auditor  for  the  Navy  Department 
of  the  fact,  stating  the  number  of  the  certificate  of  deposit,  the  name  of  the 
depository,  the  date  of  the  deposit,  the  amount,  the  appropriation  to  which  the 
money  pertains,  and  whether  the  amount  arose  from  proceeds  of  sales  or  is  a 
repayment  of  an  unexpended  balance.  If  the  deposit  is  on  account  of  the 
indebtedness  of  any  person  other  than  the  depositing  officer,  the  source  from 
which  the  money  was  derived  and  the  object  of  the  payment  will  be  distinctly 
stated  and  reference  made  to  the  vouchers,  if  any,  to  which  the  deposit  pertains. 

307.  The  number,  date,  and  amount  of  the  certificate  of  deposit,  together  with 
the  specific  appropriation,  if  named,  will  be  noted  on  the  account  current  upon 
which  the  depositor  desires  to  be  credited  with  the  money  deposited.  Certifi- 
cates of  deposit  will  not  be  filed  with  accounts  current.  Officers  will  state  in 
such  accounts  dates  of  deposits  and  name  and  location  of  depository. 

TRANSFERS  OF  PUBLIC  FUNDS. 

308.  Public  funds  will,  in  general,  be  transferred  as  follows:  When  an  officer 
representing  the  Quartermaster's  Department  requires  funds  placed  to  his  credit 
to  pay  for  supplies,  labor,  etc.,  requisitions,  in  duplicate,  for  the  amount 
desired  will  be  made  upon  the  quartermaster  of  the  Corps  on  forms  provided  for 
the  purpose,  which  will  be  transmitted  to  the  Secretary  of  the  Navy  for  approval 
if  the  funds  are  available.  The  money  will  then  be  placed  to  the  credit  of  the 
officer  signing  the  requisition,  and  debited  against  the  appropriation  of  the  Marine 
Corps  indicated  on  the  requisition.  The  depository  where  the  officer  requiring 
the  money  desires  the  money  placed  to  his  credit  will  be  stated  on  the  requisition, 
also  the  amount  of  money  on  hand. 

309.  Funds  will  not  be  transferred  from  one  appropriation  for  use  of  another, 
by  borrowing  or  otherwise. 

310.  The  quartermaster  of  the  Corps  will  see  that  funds  in  the  hands  of  a  dis- 
bursing officer  of  his  department  are  limited  to  his  requirements  for  a  brief 
period,  and  that  as  much  as  practicable  of  public  moneys  placed  to  his  credit 
is  kept  with  the  Treasurer  or  an  assistant  treasurer  of  the  United  States. 
Estimates  for  funds  should  state  the  most  convenient  places  of  deposit. 

SUBSCRIPTIONS   AND  ADVERTISEMENTS. 

311.  Section  3709  of  the  Revised  Statutes,  which  requires  all  supplies  and  serv- 
ices to  be  procured,  when  the  time  will  permit,  by  advertisement  for  proposals 
and  contracts  based  on  competitive  bids,  should  be  observed.  The  law  applies  as 
well  to  expenditures  made  on  recommendation  of  boards  of  survey.  When  time 
will  not  permit  advertising  for  proposals,  the  fact  that  an  emergency  existed 
should  be  determined  and  certified  to  before  the  work  is  commenced  and  should 
accompany  the  voucher  upon  which  payment  is  made. 
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312.  The  act  expressly  requires  such  advertisement  in  all  cases  of  contracts  for 
services  in  any  department  where  the  public  exigencies  do  not  require  the  imme- 
diate performance  of  the  service.  The  power  here  given  to  make  contracts, v 
without  advertisement,  plainly  contemplates  only  such  contracts  as  the  urgent 
necessities  of  the  service  may  demand,  and  in  all  cases  where  the  public  interests 
would  suffer.  The  only  exception  is  where  immediate  performance  is  required 
by  the  public  exigency. 

313.  All  requisitions  for  subscriptions  for  newspapers  and  magazines,  or  con- 
tracts for  telephone  service  shall  be  made  on  the  quartermaster  of  the  Corps. 

314.  When  officers  are  under  the  necessity  of  advertising  in  newspapers,  they 
shall  forward  to  the  Commandant  of  the  Corps,  through  official  channels,  a  copy 
of  the  proposed  advertisement,  that  he  may  take  such  further  steps  as  may  be 
required  for  the  publication  of  the  same. 

315.  Bills  for  advertising  are  allowed  by  the  accounting  officers  only  when 
accompanied  by  a  copy  of  the  written  authority  of  the  Secretary  of  the  Navy 
and  a  certified  copy  of  the  advertisement. 

316.  AU  advertisements,  notices,  proposals  for  contracts,  and  all  forms  of 
advertising  required  by  law  for  the  several  departments  of  the  Government, 
may  be  paid  for  at  a  price  not  to  p-*-^  p /£vGrAPh  316. 

indr  .  ..  inAC.  ,, 

state                     m  last  line,  insert  «<8)"  after  «  1562  "  and  substitute     1905 
prop  for  "1904".  ,  ,™., 

OFFICIAL  CHECK   BOOKS. 

317.  Official  check  books  are  issued  by  the  Treasurer  and  assistant  treasurers 
of  the  United  States  direct  to  disbursing  officers  of  the  Quartermaster's  Depart- 
ment who  have  public  money  on  deposit  with  them.  Rules  for  issue,  transfer, 
etc.,  of  these  check  books  accompany  each  book.  In  making  payments  only 
official  checks  will  be  used. 

318.  When  an  officer  transfers  check  books,  or  any  of  its  unused  checks,  he  will 
immediately  advise  the  Treasurer  or  assistant  treasurer  by  whom  it  was  issued 
of  the  serial  numbers,  inclusive,  so  transferred,  forwarding  a  receipt  therefor, 
that  the  necessary  change  in  the  record  may  be  made.  When  an  officer 
ceases  to  act  as  a  disbursing  officer  he  should  transfer  all  unused  checks  to 
his  successor  as  above  provided,  or,  if  there  be  no  successor,  return  them  to  the 
Treasurer  or  assistant  treasurer  by  whom  issued.  Should  any  officer  make  an 
erasure  or  alteration  of  any  of  his  checks,  however  slight,  he  will  certify  to  the 
correctness  of  such  erasure  or  alteration  on  the  upper  margin  of  such  check. 

319.  Mutilated  or  spoiled  official  checks  upon  the  United  States  Treasurer  or 
assistant  treasurer  will  be  forwarded  promptly  to  the  office  to  which  they  per- 
tain, who  will  acknowledge  the  receipt  of  such  checks.  In  either  case  a  record 
of  the  dates  of  both  cancellation  and  transmission  will  be  entered  on  the  stub. 

SALES. 

320.  When  a  sale  of  property  has  been  authorized,  the  officer  who  is  to  con- 
duct the  same  will  have  the  property  scheduled  and  prepared  and  the  sale 
sufficiently  advertised  that  the  best  results  may  be  obtained.  Terms  of  sale 
shall  be  for  cash  to  the  highest  bidder,  and  no  property  will  be  removed  until 
payment  for  same  has  been  made. 

321.  All  expenses  attending  the  preparation  for  and  holding  of  sales  shall  be 
paid  from  the  proceeds  thereof.  No  payment  shall  be  made  to  an  enlisted  man 
serving  as  an  auctioneer. 
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PROCEEDS   OF   SALES. 

322.  Moneys  received  for  stores,  materials,  or  supplies  sold  to  officers  and 
enlisted  men  will  be  forwarded  to  the  quartermaster  of  the  Corps  to  be  depos- 
ited by  him  to  the  credit  of  the  Treasurer  of  the  United  States,  that  they  may 
respectively  revert  to  the  appropriation  out  of  which  originally  expended. 

323.  The  proceeds  of  sales  of  all  Government  property  at  shore  stations,  after 
the  expenses  of  sale  have  been  deducted,  accompanied  by  the  auctioneer's  cer- 
tified detailed  account  of  the  same,  in  duplicate,  and  the  vouchers  for  the 
expenses  attending  it,  will  also  be  forwarded  to  the  quartermaster  of  the  Corps 
to  be  deposited  by  him  to  the  credit  of  the  Treasurer  of  the  United  States  as 
"Miscellaneous  receipts  on  account  of  proceeds  of  Government  property, "  for 
which  certificates  of  deposit  will  issue,  showing  the  name  and  rank  of  the 
depositor,  the  nature  of  the  deposit,  and  the  kind  of  property.  On  board  ship 
this  money  will  be  turned  over  to  the  paymaster  thereof  to  be  taken  up  by  him 
on  his  account  current  and  properly  accounted  for.  The  paymaster  will 
receipt  in  duplicate  for  the  money. 

APPROPRIATIONS. 

324.  When  an  article  purchased  is  not  named  in  the  appropriation  act,  the 
purpose  for  which  it  is  intended  determines  the  appropriation  from  which 
payment  is  made. 

MONEY  VOUCHERS. 

325.  Vouchers  will  be  made  in  triplicate,  and  the  number  made  will  be  stated 
on  each  copy.  The  correctness  of  the  facts  stated  on  a  voucher  and  the  justness 
of  the  account  must  be  certified  by  an  officer. 

326.  In  the  rendition  of  accounts  to  the  Auditor  for  the  Navy  Department  or 
the  quartermaster  of  the  Corps  for  settlement,  the  vouchers  should  show  the  name 
and  place  of  business  of  the  person  or  firm  from  whom  the  articles  or  services 
were  procured,  and  the  signature  should  correspond  literally  with  the  name. 
An  attorney  should  sign  the  name  of  his  principal  to  the  receipt,  adding  ' '  By  his 
attorney  in  fact, ""and  sign  his  own  name  thereafter.  Evidence  of  the  authority 
of  an  agent  or  attorney  to  receipt  for  money  should  be  filed  with  the  voucher. 
If  such  authoritv  has  been  filed  with  a  previous  voucher  reference  must  be 
made  thereto.  Receipts  should  not  be  signed  in  blank.  When  payment  is 
made  by  check  the  date,  number,  and  amount  of  the  check,  and  the  depository 
upon  which  it  is  drawn,  should  be  noted  on  the  voucher. 

327.  Vouchers  should  show  the  true  date  of  the  delivery  of  articles,  and 
quantity,  and  unit  price  of  each  article,  the  character  and  true  period  of  service, 
and  the  rate  of  pay  per  day  or  month,  and  if  employment  of  services  is  for 
fractional  part  of  month,  the  dates  on  which  employed  should  be  given. 

328.  The  vouchers  should  be  supported  by  itemized  bills  in  duplicate,  by  a 
requisition  when  the  expenditure  was  one  for  which  the  authority  of  the  quarter- 
master of  the  Corps  was  necessary,  by  the  advertisement  or  circular  proposal, 
the  letter  of  award,  by  certificates  of  purchasing,  inspecting,  and  receiving  offi- 
cers as  to  quality,  quantity,  and  price,  and  by  all  orders,  and  any  other  papers 
which  authorize  or  explain  the  expenditure,  or  upon  which  the  quartermaster 
relies  to  relieve  himself  from  responsibility.  When  several  vouchers  rest  upon 
the  same  order  it  should  be  filed  with  one,  to  which  reference  should  be  made 
on  the  others. 

329.  The  voucher  should  indicate  on  its  face  how  the  purchase  or  engagement 
was  made.  If  under  a  formal  written  contract,  the  contract  should  be  referred 
to.  If  under  sealed  proposal,  after  public  notice,  the  proposals  received  should 
accompany  the  voucher.     (This  does  not  refer  to  cases  where  proposals  are 
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invited  by  advertisement,  and  contracts  made  thereon. )  If  under  an  emergency, 
in  open  market,  when  the  time  will  not  allow  notice  or  proposal,  the  fact  should 
appear  on  the  voucher. 

330.  When  it  becomes  the  duty  of  an  officer  to  order  a  purchase,  it  necessarily 
becomes  his  duty  to  decide  whether  the  public  exigency  requires  immediate 
delivery,  but  it  is  neither  the  duty  nor  within  the  power  of  an  officer  of  the 
Marine  Corps  to  make  a  conclusive  decision  of  the  matter  after  the  purchase  is 
made.  It  is  therefore  deemed  advisable  that  requisitions,  upon  which  orders 
will  be  indorsed,  having  the  order  to  purchase  or  the  decision  in  regard  to  the 
exigency  written  thereon,  be  filed  with  the  accounting  officers  as  a  part  of  the 
voucher;  and  all  original  bills  should  also  be  filed  with  the  account  as  part  of 
the  voucher. 

331.  Vouchers  for  reimbursement  of  officers  and  men  for  expenses  necessarily 
incurred  should  when  possible  be  accompanied  by  receipts  as  subvouchers,  as 
well  as  a  certified  copy  of  the  authority  for  incurring  the  expense. 

332.  Freight  vouchers  should  in  all  cases  be  accompanied  by  the  original  bills 
of  lading,  with  the  receipt  of  the  party  who  received  the  articles.  If  the  ship- 
ment is  made  through  the  Quartermaster's  Department  of  the  Army,  all  papers 
forwarded  by  that  department  should  be  filed  with  the  voucher  upon  which 
payment  is  made. 

333.  The  Commandant's  order  to  furnish  transportation  for  officers  and 
enlisted  men,  together  with  the  original  and  duplicate  request  of  the  quarter- 
master of  the  Corps,  or  his  duly  authorized  representative,  on  the  transportation 
company,  should  be  attached  to  the  voucher,  together  with  bills  of  the  transpor- 
tation company  in  duplicate.  The  receipt  of  the  officer  to  whom  the  tickets 
were  delivered  by  the  agent  of  the  transportation  company  should  appear  on  the 
request  of  the  quartermaster.  If  the  tickets  were  issued  on  the  request  of  an 
Army  quartermaster,  all  the  papers  forwarded  with  the  bill  by  the  War  Depart- 
ment should  be  filed  with  the  voucher. 

334.  Vouchers  for  extra  pay  to  enlisted  men  who  are  employed  on  extra  duty 
should  be  accompanied  by  the  order  of  the  Commandant  of  the  Corps  author- 
izing the  detail.  Payment  should  not  be  made  when  the  employment  is  for  less 
than  ten  consecutive  days,  and  when  for  a  fractional  part  of  a  month  the  days 
of  the  month  when  so  employed  should  be  given.  On  vouchers  for  the  pay  of 
enlisted  men  detailed  as  clerks  and  messengers,  the  date  of  detail  should  be  noted 
against  each  man's  name,  together  with  the  date  of  the  general  order  on  which 
the  details  were  made. 

335.  The  first  voucher  for  hire  of  quarters  for  an  officer  should  be  accom- 
panied by  a  copy  of  the  officer's  orders  with  all  indorsements  and  the  authority 
of  the  quartermaster  of  the  Corps  to  hire  quarters.  Subsequent  vouchers  should 
refer  to  the  one  with  which  the  order  is  filed.  The  final  voucher  should  be 
accompanied  by  the  officer's  orders  of  detachment  with  all  indorsements. 

336.  Vouchers  for  forage  should  be  made  separately  for  each  officer  for  the 
number  of  horses  allowed  by  the  regulations,  and  owned  and  actually  kept  by 
him  in  the  performance  of  his  official  duties.  The  officer  should  sign  the 
certificate  on  the  voucher  and  requisition  that  the  kind  and  quantities  of  forage 
named  in  the  requisition  and  voucher  were  delivered  to  him,  naming  the  place 
of  delivery. 

337.  Vouchers  for  fuel  furnished  to  officers  should  be  made  out  separately 
for  each  officer,  and  he  should  certify  on  the  voucher  that  the  kind  and  quantity 
of  fuel  stated  in  the  voucher  was  delivered  to  him,  giving  the  true  date  and 
place  of  delivery. 

338.  Vouchers  for  commutation  of  rations  and  fuel  should  be  accompanied 
by  the  original  order  for  such  commutation  in  the  first  instance,  and  subsequent 
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vouchers  should  refer  to  the  date  of  the  order,  and  to  the  voucher  with  which  it 
is  filed. 

339.  All  vouchers  and  accompanying  papers  should  give  the  exact  state  of 
facts  upon  which  payments  are  based,  showing  a  clear  and  complete  explanation 
of  the  transaction,  for  the  information  of  the  accounting  officers  in  settling  the 
disbursing  officer's  accounts. 

340.  The  form  of  account  current  and  abstract  of  expenditures  should  be  a 
bound  book  with  columns  in  which  shall  be  entered  respectively  the  number  of 
the  voucher,  name  of  the  payee,  the  nature  of  the  expenditure,  the  post  or  place 
of  expenditure,  and  the  amount ;  vouchers  to  be  grouped  by  appropriations  and 
numbered  consecutively  in  the  order  of  their  entry  in  the  abstract  when  it  is 
completed  at  the  end  of  the  quarter ;  the  account  current  (in  the  same  book  fol- 
lowing the  abstract)  to  be  arranged  by  appropriations,  showing  on  the  credit  side 
all  the  receipts  in  detail,  and  on  the  debit  side  the  expenditures  per  abstract ;  all 
other  expenditures  in  detail. 

341.  The  title,  "Account  Current  and  Abstract  of  Expenditures," 

Quartermaster,  U.  S.  Marine  Corps, Quarter,  190  ,  on  the  out- 
side of  the  first  cover,  and  if  there  is  sufficient  width  on  the  book,  the  letters : 
Qr.  Mr.,  U.  S.  M.  C, Qr.,  190    ,  thereon. 

342.  A  receipt  to  a  voucher  which  has  been  made  out  in  favor  of  a  firm  by 
name  must  be  signed  in  the  firm  name  by  one  of  the  partners  known  by  the  dis- 
bursing officer  to  be  a  member  of  the  firm,  when  the  disbursing  officer  has  no 
notice  of  any  arrangement  among  the  partners  that  such  member  has  no  authority 
to  bind  the  firm.  The  receipt  should  be  signed  in  the  firm  name  by  the  partner, 
who  should  append  his  own  signature  as  ' '  one  of  the  firm. "  A  receipt  signed 
for  a  firm  or  individual  by  a  clerk  or  other  person  will  not  be  accepted.  Vouchers 
must  be  stated  in  the  name  of  the  corporation,  company,  firm,  or  person  render- 
ing the  service  or  furnishing  the  articles  for  which  payment  is  made. 

343.  Payments  in  currency,  or  by  check  to  bearer,  will  not  be  made  to  holders 
of  powers  of  attorney,  or  of  instruments  operating  as  transfers  or  assignments. 

344.  If  payment  in  currency,  or  by  check  to  bearer,  is  made  to  an  incorpo- 
rated or  unincorporated  company,  the  money  or  check  must  be  delivered  to  and 
voucher  receipted  by  a  duly  authorized  officer  or  agent  of  the  company.  The 
receipt  must  be  signed  with  the  company  name,  followed  by  the  autograph  sig- 
nature of  the  officer,  with  his  title,  or  of  the  agent,  to  whom  the  money  or  check 
was  delivered,  and  the  receipted  voucher  will  be  accompanied  by  evidence  show- 
ing his  authority.  This  evidence  will  consist  of  extracts  from  the  articles  of 
incorporation  or  association,  the  by-laws,  or  the  minutes  of  the  board  of  direct- 
ors, duly  certified  by  the  custodian  of  such  records  (under  the*  company  seal, 
if  there  be  one),  showing  that  the  signer  is  properly  vested  with  authority  to 
receive  and  receipt  for  money  due  the  company.  If  payment  in  currency,  or  by 
check  to  bearer,  is  made  to  an  individual  or  a  copartnership  doing  business 
under  a  company  title,  the  receipt  must  be  signed  with  the  company  name, 
followed  by  the  autograph  signature  of  the  individual  proprietor  or  of  one  of 
the  members  of  the  firm  with  the  words  ' '  proprietor  "or  "  one  of  the  proprietors  " 
appended  thereto. 

345.  If  payment  in  currency,  or  by  check  to  bearer,  is  made  to  a  copartner- 
ship doing  business  as  such,  the  receipt  must  be  signed  with  the  usual  firm  sig- 
nature by  one  of  the  members  of  the  firm,  who  will  be  required  to  aj)pend  his 
own  signature  as  "one  of  the  firm." 

346.  If  payment  in  currency,  or  by  check  to  bearer,  is  made  to  an  individual 
creditor,  the  receipt  must  be  signed  by  him  in  person. 

347.  If  payment  is  made  by  check  to  order  of  any  company  (incorporated  or 
unincorporated),  or  firm,  or  individual  by  name,  and  the  fact  that  the  check  has 


62 

been  so  drawn  is  stated  on  the  voucher,  giving  its  number,  date,  amount,  and 
United  States  depository  on  which  drawn,  the  receipt  to  the  voucher  may  be 
signed  by  an  officer,  attorney,  or  agent  of  the  company,  or  by  an  attorney  or 
agent  of  the  firm  or  individual,  stating  the  capacity  in  which  he  signs,  without 
filing  with  the  voucher  evidence  of  his  authority  to  sign.  The  disbursing  officer 
in  all  such  cases  will  deliver  the  check  to  such  person  only  as  he  is  satisfied  is 
authorized  by  the  principal  to  receipt  the  voucher  and  receive  the  check. 

348.  Receipts  for  small  sums  for  occasional  service  paid  to  corporations,  such 
as  railroad,  telegraph,  turnpike,  transfer,  express,  steamboat,  hotel,  newspaper, 
and  ice  companies,  may  be  signed  by  the  local  agent  in  charge  of  the  business 
of  the  company  at  the  place  where  the  service  is  rendered,  or  where  it  begins  or 
terminates,  and  the  certificate  of  the  officer  making  payment  that  the  person  to 
whom  payment  was  thus  made  was  then  the  local  agent  of  the  company,  in 
charge  of  its  business  at  the  place  designated,  will  be  sufficient  evidence  of  the 
agent's  authority  to  receive  and  receipt  for  the  money  paid. 

349.  Evidence  of  the  authority  of  the  officer  receipting  for  an  incorporated  or 
unincorporated  company  must  accompany  the  voucher  unless  the  payment  is 
made  by  a  check  drawn  on  a  United  States  depository  to  the  order  of  the  com- 
pany, and  that  fact,  with  the  date  and  number  of  the  check  and  name  of  the 
depository,  is  stated  on  the  voucher. 

350.  When  a  disbursing  officer  is  satisfied  that  an  attorney  or  agent  is  author- 
ized to  receipt  for  his  principal,  whether  an  individual,  firm,  company,  or 
corporation,  the  receipt  of  the  principal  by  the  attorney  or  agent  will  be  suffi- 
cient, without  proof  of  authority  accompanying  the  voucher,  provided  that 
payment  is  made  by  a  check  drawn  on  a  United  States  depository  and  payable 
to  the  order  of  the  principal,  and  the  memorandum  required  in  the  preceding 
paragraph  is  made  upon  the  voucher. 

351.  Every  voucher  in  support  of  a  payment  for  supplies  or  for  services, 
whether  it  be  made  pursuant  to  a  formally  prepared  contract,  an  accepted  bid,  or 
a  purchase  without  advertising,  will  be  made  out  in  favor  of  the  creditor,  giving 
his  address,  and  must  state  (if  for  supplies  furnished)  the  date  of  the  purchase,  the 
quantity  and  price  of  each  article,  and  the  amount;  or  (if  for  service)  the  char- 
acter of  the  services,  the  date  or  dates  on  which  rendered,  and  the  amount. 
Where  a  purchase  under  an  accepted  bid  after  public  notice  is  made,  the  voucher, 
besides  being  subject  to  the  foregoing  requirements,  will  be  accompanied  by  a 
copy  of  the  public  notice,  the  accepted  bid,  and  a  copy  of  the  letter  accepting 
the  bid,  and  must  contain  a  certificate  that  the  award  was  made  to  the  lowest 
responsible  bidder  for  the  best  and  most  suitable  articles,  and  that  the  needs  of 
the  service  required  the  purchase  to  be  made  in  the  manner  indicated  by  the 
public  notice.  Where  papers  relating  to  two  or  more  vouchers  are  required  to 
accompany  accounts,  they  must  be  filed  with  the  first  voucher  paid,  and  refer- 
ence thereto  made  on  the  other  vouchers.  A  voucher  for  service  by  the  day  or 
month  must  state  the  nature  of  the  service,  the  inclusive  dates  of  service,  the 
time  for  which  payment  is  made,  the  rate  of  pay,  and  the  amount,  and  the 
receipt  of  a  creditor  to  a  voucher  for  supplies  furnished  or  services  rendered 
must  contain  the  words  "which  I  certify  to  be  correct." 

352.  All  vouchers,  when  practicable,  will  be  rendered  in  the  English  language, 
but  if  rendered  in  a  foreign  language,  a  translation  of  the  same  must  accom- 
pany the  voucher. 

353.  Money  amounts  will  be  expressed  in  terms  of  dollars  and  cents.  When 
a  fraction  of  a  cent  less  than  one -half  occurs  in  the  footing  of  a  voucher  it  will 
be  disregarded.  If  the  fraction  be  one-half  or  greater  it  will  be  reckoned  as  a 
cent. 

354.  All  signatures  on  vouchers,  including  the  receipt,  must  be  made  with  a 
pen.     Facsimile  or  stamped  signatures  will  not  be  accepted. 
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355.  To  secure  uniformity  in  the  preparation  and  rendition  of  their  accounts, 
the  following  illustration  of  the  method  of  stating  the  value  of  foreign  silver  or 
gold  in  the  islands  now  occupied  by  the  United  States  forces  is  stated:  The 
accounts,  whether  from  purchases  or  services,  will  be  stated  in  the  currency 
under  which  the  indebtedness  is  incurred,  i.  e. ,  foreign  silver  or  gold  or  United 
States  currency.  If  the  agreement  calls  for  either  foreign  silver  or  gold,  the 
account  shall  be  stated  in  those  currencies  respectively.  When  in  silver,  the 
total"  amount  will  be  reduced  to  its  equivalent,  in  the  gold  currency  in  use  in  the 
country  in  which  the  indebtedness  is  incurred,  at  the  rate  of  exchange  which 
may  govern  at  the  time,  and  from  this  gold  currency  into  United  States  currency 
at  the  current  rate  of  exchange  at  the  date  the  articles  or  supplies  were  delivered 
or  the  services  rendered.  If  the  account  is  stated  in  the  gold  currency  in  use, 
but  the  one  reduction — into  United  States  currency — will  be  necessary. 

356.  The  amount  in  United  States  currency  having  been  arrived  at,  authority 
is  hereby  given  for  checks  to  be  drawn  therefor  by  disbursing  officers  of  the 
Quartermaster's  Department  to  their  own  orders  in  United  States  currency  and 
by  them  exchanged  at  local  fiscal  agencies  of  the  United  States  where  possible, 
or  at  local  banks,  for  the  necessary  amount  in  the  coin  required  to  pay  the  cred- 
itor in  the  money  originally  agreed  upon,  and  authority  is  hereby  given  for  such 
exchange  where  the  creditor  declines  to  accept  check  payable  in  currency  of  the 
United  States. 

357.  The  vouchers  for  accounts  will  be  made  to  show  the  debt  as  actually 
incurred,  in  the  coin  in  which  payment  is  made,  and  the  reduction  from  this  coin 
to  United  States  currency,  -the  rate  of  exchange  being  stated  on  the  voucher, 
and  the  amounts  stated  on  abstracts  and  account  current  in  United  States 
currency,  as  prescribed  above.  N 

358.  The  giving  or  taking  of  receipts  in  blank  for  money  is  prohibited  except 
the  receipts  to  vouchers  for  publishing  advertisements,  which  will  be  receipted 
prior  to  audit. 

359.  The  signature  to  the  receipt  and  the  name  of  the  person  or  business  firm 
as  entered  at  the  head  of  an  account  must  be  literally  alike. 

360.  When  a  signature  is  not  written  by  the  hand  of  the  party  it  must  be 
witnessed,  and  by  a  commissioned  officer  when  practicable. 

361.  In  final  statements,  receipts  for  money  and  papers  of  like  character, 
money  amounts  will,  in  all  cases,  be  written  out  in  full  and  also  expressed  by 
figures  in  parentheses.  This  requirement  does  not  apply  to  muster  and  pay  rolls 
and  pay  rolls  of  other  descriptions. 

362.  Fees  of  civil  officers  for  administering  oaths  in  matters  of  military 
administration  (where  the  services  of  authorized  officers  were  not  obtainable), 
will  be  paid  by  the  Quartermaster's  Department  upon  properly  presented 
vouchers. 

363.  These  authorized  officers  should  be  sought  when  possible,  and  when  none 
of  them  is  within  reach  and  available,  recourse  must  be  had  to  a  notary  public 
or  other  civil  officer  comx)etent  to  administer  oaths  for  general  purposes. 

364.  Officers  of  the  Quartermaster's  Department  will  not  issue  vouchers  for 
unpaid  accounts,  as  due  bills  against  the  United  States,  but  a  certified  statement 
of  personal  services  and  of  wages  due  may  be  given  to  a  discharged  employee 
who,  for  want  of  funds,  was  not  paid  at  time  of  discharge. 

365.  When  applicable,  the  following  rules  for  the  computation  of  time  in 
payment  for  services  will  be  observed : 

(1)  For  any  full  calendar  month's  service,  at  a  stipulated  monthly  rate  of  com- 
pensation, payment  will  be  made  at  such  stipulated  rate,  without  regard  to  the 
number  of  days  in  that  month. 
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(2)  When  service  commences  on  an  intermediate  day  of  the  month,  thirty  days 
will  be  assumed  as  the  length  of  the  month,  whatever  be  the  number  of  days 
therein. 

(3)  When  the  service  terminates  on  an  intermediate  day  of  the  month,  the 
actual  number  of  days  during  which  service  was  rendered  in  that  calendar 
month  will  be  allowed. 

(4)  When  the  service  embraces  two  or  more  months  or  parts  of  months  but  one 
fraction  will  be  made,  thus :  From  September  21  to  November  25,  inclusive,  will 
be  calculated:  September  21  to  October  20,  inclusive,  one  month;  from  October 
21  to  November  20,  inclusive,  one  month ;  from  November  21  to  25,  inclusive, 
five  days — making  the  time  allowed  two  months  and  five  days. 

(5)  When  two  fractions  of  months  occur,  and  both  are  less  than  a  whole 
month,  as  from  August  21  to  September  10,  the  time  will  be  determined  thus: 
August  21  to  30,  inclusive  (ignoring  the  31st),  ten  days;  from  September  1  to  10, 
inclusive,  .10  days — making  the  time  allowed  twenty  days. 

(6)  Service  commencing  in  February  will  be  calculated  as  though  the  month 
contained  thirty  days,  thus:  From  February  21  to  28  (or  29),  inclusive,  ten 
days.  When  the  service  commences  on  the  28th  day  of  that  month  three  days 
will  be  allowed,  and  if  on  the  29th  two  days. 

(7)  If  service  commences  on  the  31st  day  of  any  month,  payment  will  not  be 
made  for  that  day. 

(8)  For  commutation  of  subsistence  and  for  services  of  persons  employed  at  a 
per  diem  rate,  payment  will  be  made  for  the  actual  number  of  davs. 

(9)  When  w~   '  Paragraph  365. 

computation.        month.     The  word    m°n1^  ^  is  stated,  and  a  calendar  month 

366.  Disbu,     ^rS^^f^^fegS--'-1-'0' 

with  heirs,  exe      days  it  may  contain.     (Dec.  Compt.  Feb.  28,  1905.) 

the  Navy  and  ^^  kuuuiiib  tnat  have  been  duly  audited  and  certified  by  the 

proper  accounting  officers  of  the  Treasury. 

STATIONERY. 

367.  The  allowances  of  stationery,  books,  etc. ,  for  use  at  the  different  posts 
and  recruiting  offices  of  the  Corps,  and  by  guards  of  vessels,  are  published  from 
time  to  time  in  General  Orders. 

368.  Officers  commanding  companies  in  a  battalion  or  regiment  will  be 
allowed  such  stationery  as  may  be  deemed  necessary  by  the  commanding  officer 
of  the  battalion  or  regiment.  Officers  when  relieved  will  transfer  office  sta- 
tionery to  their  successors. 

369.  The  Quartermaster's  Department  is  authorized  to  issue  yearly  to  retired 
officers,  upon  proper  requisition,  six  quires  of  writing  paper,  one  hundred  offi- 
cial envelopes,  fifty  letter  envelopes,  four  pieces  or  office  tape,  and  one-half  quire 
of  envelope  paper.  Officers  on  the  active  list  are  not  entitled  to  a  personal 
allowance  of  stationery. 

370.  Necessary  stationery  for  courts  and  boards  will  be  furnished  on  requi- 
sition of  the  judge  advocate  or  recorder,  approved  by  the  presiding  officer. 

TRANSPORTATION. 

371.  When  troops  are  moved,  suitable  transportation  will  be  provided  by 

the  Quarter!       '     -~  Paragraph  371. 

-.         ,         .         In  line  two,  after  the  word  "Corps."  insert  "The  instructions 
.Department     contained  in  the  Navy  Transportation  Schedule  issued  annually 
must  be  strictly  complied  with." 
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372.  In  wm^; —  -*— '    '".        *  e  shortest 

Paragraph  372.  ay  be  used 

In  line  three,  before  the  word  "^ff^^rJ^LK      always  be 

feven   sLike  out  the  words  «  when  so  directed  by  the  quarter-     .ants  Bnoh 

master  of  the  Corps.".  -  *~ -bis  trans- 

. ..x.  ,»ixuii  ro  xxxrecrtecr  oy  tne  quartermaster  of  the  Corps,  and  he  or  his  duly 

authorized  representative  will  be  present  at  the  embarkation  of  troops  to  see 
that  the  accommodations  contracted  for  haye  been  provided.  Tickets  should  be 
procured  for  the  transportation  of  persons  before  the  commencement  of  the 
journey,  as  conductors  are  not  authorized  to  accept  transportation  requests. 

373.  Officers  drawing  mileage  are  authorized  to  carry  with  them,  at  public 
expense,  such  quantity  of  baggage  as  they  may  require,  not  exceeding  150 
pounds.  This  will  include  the  portion  carried  free  by  the  transportation  lines. 
Officers  traveling  under  orders  with  transportation  furnished  them  in  kind  by 
the  Quartermaster's  Department,  and  who  desire  to  retain  in  their  possession  a 
quantity  of  baggage  greater  than  that  passed  free  for  passengers  by  the  carrier, 
will  be  furnished  permission  to  do  so  by  the  quartermaster  of  the  Corps  only. 
Settlement  will  be  made  by  the  Quartermaster's  Department  with  the  respective 
carriers  accordingly. 

374.  Enlisted  men  on  retirement  ordered  to  their  homes  will  be  furnished 
with  transportation  in  kind  and  subsistence  by  the  quartermaster  of  the  Corps, 
but  advantage  must  be  taken  of  the  transportation  at  once  or  the  order  for  same 
will  be  void. 

375.  The  Quartermaster's  Department  may  provide  transportation  of  bag- 
gage for  enlisted  men  traveling  under  orders  without  troops,  not  to  exceed  the, 
following  weights : 

Pounds. 

Noncommissioned  officers 100 

Privates 50 

This  allowance  will  accompany  each  man  on  the  conveyance  by  which  he  is 
transported,  and  will  include  tlie  number  of  pounds  of  baggage  carried  free  on 
the  passage  ticket. 

376.  A  quartermaster,  in  issuing  requests  for  transportation  of  officers  and 
others  traveling  under  orders,  will  not  include  therein  Government  property  of 
any  description,  or  personal  baggage  in  excess  of  that  portion  of  the  allowance 
of  150  pounds  not  carried  free,  and  for  which  transportation  at  public  expense 
is  authorized. 

RECRUITING. 

377.  All  expenses  of  the  recruiting  service  will  be  paid  by  the  quartermaster 
of  the  Corps.  Articles  of  agreement  will  be  entered  into  by  him  for  the  rent  of 
such  rooms  or  offices  as  may  be  necessary  for  the  accommodation  of  recruiting 
parties  at  authorized  recruiting  stations.  When  authorized  by  the  quartermas- 
ter of  the  Corps,  officers  in  charge  of  recruiting  offices  and  districts  will  cause  to 
be  prepared  five  copies  of  the  agreement,  on  blank  forms  provided  for  the  pur- 
pose, in  which  the  rooms  or  offices  will  be  described  in  detail,  giving  the  loca- 
tion, also  the  monthly  rental,  and  when  practicable,  heat,  light,  and  furniture 
w^ll  be  included.  When  furniture  is  included  the  articles  will  be  enumerated. 
After  the  agreements  have  been  prepared,  signed  by  the  lessee  or  his  legal 
representative,  and  the  signature  duly  witnessed,  they  will  be  immediately 
forwarded  to  the  quartermaster  of  the  Corps  for  approval. 

378.  Agreements  for  board  and  lodging  of  recruiting  parties  will  be  exe- 
cuted in  the  same  manner  as  provided  in  the  preceding  paragraph. 

873 — 5 
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379.  Orders  for  transportation  of  recruits  will  be  issued  by  the  recruiting  offi- 
cers, but  before  such  expense  can  be  created  general  authority  to  issue  such 
transportation  orders  must  be  obtained  from  the  quartermaster  of  the  Corps. 

380.  Instructions  for  the  guidance  of  officers  in  charge  of  itinerant  recruit- 
ing parties  on  all  matters  pertaining  to  the  procurement  of  services,  supplies, 
the  subsistence  and  lodging  of  enlisted  men  detailed  therewith,  also  recruits 
awaiting  transportation  to  permanent  posts  of  the  Corps,  etc. ,  and  the  rendition 
of  accounts,  will  be  issued  by  the  quartermaster  of  the  Corps  from  time  to  time 
as  may  be  necessary. 

street-car  and  perry  tickets. 

001     ~  Paragraph  881. 

381.  Open 

mitted  to  the  Add  to  headin^  "POSTAGE  STAMPS,"  before  "  STREET- 

CAR".  Strike  out  entire  paragraph  and  substitute  "Open- 
Der  ana  cost  c  purchase  requisitions  for  postage  stamps,  street-car  and  ferry 
the  requisitio  tickets  will  be  submitted  to  the  quartermaster  of  the  Corps  for 
public  busine  authority  to  purchase.  The  number  and  cost  of  the  articles  re- 
and  expended  <luired  wil1  be  stated,  and  the  officers  submitting  the  requisition 
„  will  certify  that  the  articles  are  for  use  in  the  transaction  of  pub- 

car  or  terry  c(     jic  business.     The  articles  when  purchased  will  be  taken  up  on 
be  made  on  a      the  return,  and  expended  solely  in  the  performance  of  public  duty, 
advancing  th      In  cases  where  street-car  or  ferry  companies  have  no  tickets  for 
sale,  reimbursement  for  fare  paid  may  be  made  on  a  contract 
voucher  for  services  in  favor  of  the  officer  or  enlisted  man  ad- 
vancing the  money." 

382.  WheL 

Marine  Corps  to  pass  on  public  duty  over  a  legally  constituted  toll  bridge,  ferry, 
or  turnpike,  the  officer  or  person  in  charge  of  the  party  will  give  to  the  keeper  of 
the  bridge,  ferry,  or  turnpike  a  certificate  stating  the  number  of  persons  and 
whether  mounted  or  on  foot,  number  of  teams  and  animals  to  each  team  for 
which  toll  or  ferriage  is  due,  and  showing  that  the  travel  is  on  public  duty. 
Vouchers  for  such  service,  accompanied  by  the  certificate  duly  receipted,  will  be 
forwarded  to  the  quartermaster  of  the  Corps  for  settlement. 

SLEEPING  CAR. 

383    Thef^'1"  Paragraph  383. 

a  sleeping  ca  In  line  six,  strike  out  the  word  "and  "  and  insert  after  " gun 

whAVP  Pxtra  H      nery  sergeants  "  the  words  "  and  sergeants,", 
wnere extra u  Number  present  paragraph  "(1)"  and  add  "(2)  Officers  travel- 

civilian  cleiK:      -Ug  on  duty  when  actual  expenses  are  paid  are  allowed  parlor 
second  leader      anci  sleeping  car  accommodations.     On  day  journeys  on  trains 
major,  first  s     when  there  are  no  parlor  cars,  but  there  are  sleeping  cars,  they 
on  public  bus-     are  entitled  to  a  seat  therein,  i.  e.,  a  double  berth." 
the  certificate  ux   »  meuicai  omcer  snowing  the  necessity  tnereror.     umcers 
traveling  with  troops  on  day  journeys  are  entitled  to  seats  in  day  parlor  cars, 
provided  such  privilege  is  not  covered  by  sleeping-car  accommodations  already 
held  by  them. 

384.  When  the  number  of  officers  traveling  with  troops  is  too  small  to  justify 
the  hire  by  the  Quartermaster's  Department  of  a  standard  sleeping  car  for  their 
accommodation,  they  shall  be  furnished  with  such  part  of  a  tourist  sleeping 
car,  or  other  suitable  sleeping  car,  properly  curtained  off  for  their  accommoda- 
tion, as  the  Quartermaster's  Department  may  provide  for  their  use  during  the 
journey. 

385.  In  providing  parlor  and  sleeping  car  accommodations  the  number  of 
berths  or  seats  required  will  be  stated  in  the  request. 

386.  The  holder  of  a  request  which  calls  for  sleeping  or  parlor  car  accommo- 
dations will  receipt  for  the  number  of  berths  or  seats  furnished,  naming  the 
points  between  which  they  were  furnished. 
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387.  Persons  holding  requests  for  sleeping  or  parlor  car  accommodations  will, 
whenever  practicable,  present  them  to  the  proper  agent,  and  obtain  tickets  for 
the  number  of  berths  or  seats  required,  before  commencing  the  journey.  When 
not  practicable  to  do  so,  berths  or  seats  will  be  secured  from  the  conductor  of 
the  car. 

388.  Special  sleeping  or  parlor  cars  will  not  be  chartered  when  the  expense 
exceeds  the  cost  of  the  berths  or  seats  authorized  to  be  furnished. 

389.  When  it  is  impracticable  for  agents  or  conductors  to  furnish  berths  or 
seats  in  sleeping  or  parlor  cars,  the  holder  of  the  request  will,  on  the  termination 
of  his  journey,  return  it  to  the  issuing  quartermaster  with  a  statement  of  the 
reasons  why  it  has  not  been  used. 

390.  The  Quartermaster's  Department  will  pay  accounts  for  sleeping  and  par- 
lor car  accommodations  when  made  out  in  the  name  of  the  company  furnish- 
ing them,  and  based  upon  requests  issued  by  officers  of  that  department.  In 
settlement  it  will  not  allow  for  a  greater  number  of  berths  or  seats  than  is  called 
for  in  the  request,  although  more  may  have  been  receipted  for ;  and  when  a  less 
number  has  been  receipted  for  than  the  request  mentions,  it  will  pay  in  accord- 
ance with  the  receipt.  When  the  receipt  covers  a  greater  number  of  berths  or 
seats  than  is  called  for  in  the  request,  the  fact  will  be  reported  to  the  quarter- 
master of  the  Corps  when  the  vouchers  are  forwarded. 

391.  An  officer  traveling  with  troops  who  incurs  expense  for  authorized 
sleeping  or  parlor  car  accommodations,  when  it  is  impracticable  to  obtain  a 
request  therefor,  will  be  reimbursed  by  the  Quartermaster's  Department,  upon 
application  supported  by  a  receipt  for  the  amount  paid  by  him  and  a  copy  of 
the  orders  under  which  the  journey  was  performed. 

TRANSPORTATION  OF  BAGGAGE. 


392.  In  changing  station  an  officer's  authorized  allowance  of  baggage  will  be 


Paragraph  392.        •        '        "    '  n  '  1~ 

Number  present  paragraph  «<(1)"  and  add  "(2)   In  cases  of 

emergency  when  officers  are  ordered  to  change  station  hurriedly 

fhi  tlTSP°T\fi°n  I*  the!r>ggage  ^  freight  would  be  useless, 

tll^     ^U-?e  S<\WeCX  hy  express  uP°n  the  written  or  tele- 
graphic authority  of  the  Quartermaster  of  the  Corps." 


•dinar y  freight 
i  months  from 
r's  quarters  at 
transportation 
lecision  of  the 
sement  will  be 

made  to  an  officer  who,  under  such  circumstances,  sends  packages  by  express  or 
ships  and  pays  for  the  transportation  of  his  baggage. 
393.  The  baggage  to  be  transported  at  public  expense,  including  mess  chests 
Paragraph  393.  *-jV>e  following 

<(phange  the  allowance  of  "Field  officer"  "In  the  field 


Major  general 

Brigadier  general 
Field  officer— 
Captain 


to 


*fiJL 


First  lieutenant 

Second  lieutenant 

Sergeant  major,  quartermaster  sergeant,  drum  major,  and  leader  of  the  band,  each 


394.  For  officers,  when  embarking  under  orders  for  extended  service  over  the 
sea  for  duty,  the  allowance  of  baggage  to  be  transported  by  the  Quartermaster's 
Department  from  initial  point  to  port  of  embarkation  and  from  port  of  destination 


68 

to  garrison  station  will  be  three  times  the  allowance  prescribed  above   for 
change  of  station. 

395.  These  allowances  are  in  excess  of  the  weights  transported  free  of  charge 
under  the  regular  fares  by  public  carriers.  They  may  be  reduced  pro  rata  by 
the  quartermaster  of  the  Corps,  if  necessary,  and  may,  in  special  cases,  be 
increased  by  him  on  transports  by  water.  Shipments  of  officers'  allowance  of 
baggage  will  in  all  cases  be  made  at  carrier's  risk,  including  those  over  roads 
where  tariffs  provide  for  extra  charge  therefor. 

396.  TheQuar^ ^  '    -  Paragraph  $b~  —*•— »— J  J 

of  station  allowar  AM  tl  Advantage  of  this  must  De  taken  within  one  year  from 
enlisted  men  upo  date  0f  retirement  or  decease,  after  which  the  shipment  will  not 
stations  to  such       be  at  public  expense." 

homes  of  their  famines,  or  as  may  be  designated  by  their  legal  representatives 
or  executors. 

397.  Graduates  of  the  Naval  Academy  and  officers  promoted  from  the  ranks 
will  be  furnished  with  transportation  for  field  allowance  of  baggage  on  their  first 
assignment  to  duty  as  commissioned  officers.  With  this  exception,  transporta- 
tion of  baggage  at  public  expense  is  not  authorized  for  officers  joining  for  duty 
on  first  appointment  to  military  service,  nor  upon  reinstatement  or  reappoint- 
ment, nor  to  effect  transfers  from  one  post  to  another  at  the  request  of  parties 
transferred.  Officers  ordered  on  temporary  duty  are  not  entitled  to  such 
transportation. 

398.  The  Quartermaster's  Department  will  furnish  transportation  for  the 
prescribed  regimental,  battalion,  and  company  desks,  for  the  books,  papers,  and 
instruments  of  staff  officers  necessary  to  the  performance  of  their  duties,  and  for 
the  medical  chests  of  medical  officers ;  also  for  the  professional  books  of  officers 
changing  station,  officers  ordered  home  for  retirement,  graduates  of  the  Naval 
Academy,  and  officers  joining  on  first  appointment,  which  they  certify  belong  to 
them  and  pertain  to  their  official  duties ;  not  exceeding  two  hundred  pounds  in 
weight.  Invoices  of  packages  turned  over  to  the  shipping  officer  will  be  accom- 
panied by  the  certificate  of  the  officer  as  to  character  of  books,  and  a  certified 
copy  will  be  attached  to  the  bill  of  lading  issued  at  the  initial  point  of  shipment. 
Standard  works  of  fiction  are  to  be  included  among  the  above,  provided  the 
officer  making  requisition  for  the  transportation  certifies  that  they  belong  to 
and  are  used  by  him. 

TRANSPORTATION   OF  HORSES   OF  MOUNTED   OFFICERS. 

399.  The  Quartermaster's  Department  will  transport  for  officers  changing 
station  the  number  of  horses  for  which  they  are  legally  entitled  to  forage,  and 
an  attendant  to  accompany  the  horses  when  necessary,  subject  to  the  following 
restrictions :  | 

(1)  That  the  expense  paid  by  the  United  States  shall  not  exceed  $100  for  each 
horse  transported.  The  cost  of  such  shipment  will  be  ascertained  in  advance, 
and  if  found  to  exceed  $100  for  each  horse,  including  transportation  of  attendant, 
if  any,  the  excess  must  be  prepaid  by  the  owner,  who  must  also  pay  all  the 
expenses  of  the  attendant  other  than  his  transportation. 

(2)  That  the  horses  are  owned  by  the  officer  and  were  used  by  him  in  the 
pnblic  service  at  the  station  from  which  he  is  ordered  to  move  and  are  intended 
to  be  so  used  by  him  at  his  new  station. 

400.  The  horses  of  retired  officers  or  officers  ordered  to  their  homes  to  await 
retirement,  or  officers  ordered  on  recruiting  service,  or  to  attend  schools  of 
instruction  as  student  officers,  or  to  effect  a  voluntary  transfer,  will  not  be 
transported  at  public  expense. 
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'•assignee"  and  substitute 


or  the  car- 


BILLS   OF  LADING. 

401.  Government  property  will  be  transported  on  bills  of  lading,  which 
will  be  numbered  consecutively  in  the  order  of  shipments,  beginning  with  the 
first  shipment  of  each  fiscal  year,  in  the  series  of  numbers  assigned  to  the  station 
at  which  the  bills  are  made  out.  They  must  be  certified  by  the  shipping  officer, 
and  receipted  by  the  carrier. 

402-  A  miimr«rmA»»»  ~£  4-1,^  T^n  ^  iodine  will  be  made  at  the  time  that  the 
Paragraph  402. 

In  last  line,  strike  out  the  word 
"consignee  ". 
^cV«_».  ijins  or  laaing  will  be  prepared  m  tne  name  01  tue  uamui,  ^3.  will  show 

the  points  between  which  transportation  is  required,  also  places  of  original 
departure  and  ultimate  destination  of  the  freight. 

404.  Bills  of  lading  will  show  t.liP.  nmnbfir.  marks,  contents,  and  weights  or 
Paragraph  404.  ed>  and  the 

In  column  headed  "  Marks  ",  strike  out  second  example,  "  Offi-    termaster's 
cer  m  charge  of  clothing,   etc.,  Marine  Barracks,   Annapolis,    s  what  was 
Md.    ;  under  "Number  ",  strike  out  "  5  to  7  ";  under  "  Number 
of  packages  ",  strike  out  "  3  boxes  ";  under  "  Contents  ",  strike 
out  "  Clothing";  and  under  "  Weight  ",  strike  out  "500  ". 

Number.     J-""U1J|1"01  OT  Contents. 


Weight. 


The  Commanding  Officer,  Marine  Barracks,  Brooklyn, 

N.Y. 
Officer  in  Charge  of  Clothing,  etc.,  Marine  Barracks, 

Annapolis,  Md. 


1  to  4 

5  to  7 


4  boxes. 
3  boxes. 


Mess  crockery, 
Clothing. 


Pounds. 
400 


500 


405.  In  transporting  by  rail,  the  number  and  weight  of  packages,  number  of 
feet  of  lumber,  or  pieces  of  lumber,  and  dimensions,  will  be  expressed  in  the  bill 
of  lading,  in  figures,  as  well  as  the  number  of  carloads,  and  when  transportation 
is  to  be  paid  for  by  weight,  the  number  of  pounds  will  be  stated.  In  shipments 
by  water  at  cubic  measurement,  the  same  rules  as  to  weight  and  measurement 
will  be  observed.  The  officer  receiving  the  property,  in  certifying  to  its 
correctness,  will  write  out  the  weight  in  words  and  figures. 

406.  Erasures,  interlineations,  or  alterations  in  bills  of  lading  must  be 
explained  thereon  by  the  issuing  or  other  competent  officer,  over  his  signature. 

407.  In  no  case  will  a  second  bill  of  lading,  or  a  copy  of  it,  be  issued  to  the 
carrier  for  any  shipment,  nor  will  a  bill  of  lading  be  issued  after  the  transporta- 
tion service  has  been  performed. 

408.  The  rate  of  transportation  charges,  and  the  initial  letters  of  each  road  by 
which  the  supplies  are  to  be  transmitted,  will  be  inserted  in  the  bill  of  lading. 

409.  The  bill  of  lading  at  the  time  the  shipment  is  made,  will  be  given  to 
the  carrier,  who  will  sign  the  receipt  thereon  and  return  it  to  the  shipper,  by 
whom  it  will  then  be  press  copied  and  forwarded  immediately  to  the  consignee. 
Upon  receipt  of  shipment  the  consignee  will  accomplish  and  surrender  the  bill  of 
lading  to  the  carrier  from  whom  he  receives  the  goods.  This  carrier  will  attach 
to  it  his  bill,  in  duplicate,  and  forward  same  to  the  assistant  quartermaster  or 
other  officer  making  the  shipment  for  preparation  of  vouchers. 

410.  The  memorandum  of  the  bill  of  lading  will  be  given  by  the  shipper  to 
the  carrier  at  the  time  the  shipment  is  made,  for  his  use  only  in  preparing  way 
bills,  etc.,  and  will  not  at  any  time  be  made  the  basis  for  a  claim  in  payment  of 
transportation  charges. 

411.  Accounts  for  the  shipment  of  freight  will  be  made  payable  by  the 
quartermaster  of  the  Corps  upon  the  receipt  of  proper  vouchers,  accompanied 
by  the  bill  of  lading  properly  receipted  and  accomplished. 

412.  Transportation  should  be  provided  to  ultimate  destination  on  through 
bills  of  lading,  when  practicable.     When  not  practicable,  or  when  through  or 
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special  rates  can  not  be  secured,  transportation  will  be  furnished  to  the  most 
convenient  point  for  forwarding  to  ultimate  destination,  or  to  the  farthest 
point  to  which  through  or  special  rates  can  be  obtained. 

413.  Where  contemplated  shipments  involve  transportation,  either  in  whole 
or  in  part,  over  land-grant  or  bond-aided  roads,  the  officer  having  in  his  charge 
the  packages  in  question  should  notify  the  quartermaster  of  the  Corps,  that  he 
may  take  steps  to  have  the  articles  forwarded  by  the  Quartermaster's  Depart- 
ment, U.  S.  A.  This  will  apply  to  all  shipments  to  or  from  the  Pacific  coast, 
Pensacola  or  Key  West,  and  Hot  Springs,  Ark.,  and  full  information  on  this 
subject  can  be  found  in  General  Orders,  No.  77,  Adjutant  General's  Office, 
U.  S.  A.,  November  21,  1892. 

414.  In  the  absence  of  the  consignee,  or  on  his  failure  to  receipt,  the  officer 
receipting  will  certify  that  he  is  duly  authorized  to  do  so,  and  why  the  consignee 
does  not  receive.  Clerks  and  agents  are  not  authorized  to  receipt  bills  of  lading, 
unless  the  stores  are  consigned  to  them,  or  to  their  care. 

415.  In  case  of  loss  or  damage  to  property  while  in  the  possession  of  the  car- 
rier, the  bills  of  lading  will  not  be  receipted  until  such  loss  or  damage  is  decided 
upon,  and  the  responsibility  therefor  fixed,  except  that  when  the  loss  or  damage 
has  been  ascertained,  and  the  responsibility  fixed,  without  the  action  of  a  board 
of  survey,  the  bill  may  be  receipted,  and  an  indorsement  made  thereon,  stating 
the  kind  of  property  lost  or  damaged,  its  weight  or  measurement,  its  full  value, 
including  cost  of  transportation,  and  the  name  of  the  company  or  party  respon- 
sible therefor.  When  a  receipted  bill  of  lading  is  demanded  by  the  carrier,  it 
may  be  receipted  by  the  receiving  officer,  after  noting  thereon  the  loss  or 
damage  which  is  apparent,  and  adding  that  final  settlement  will  await  the 
action  of  a  board  of  survey. 

416.  In  case  the  bill  of  lading  has  been  lost  or  destroyed,  the  shipping  officer, 
upon  the  application  of  either  the  carrier,  the  consignee,  or  the  quartermaster 
of  the  Corps,  will  issue  a  certificate,  in  the  prescribed  form.  The  certificate  may 
be  given  by  the  officer  making  the  shipment.  An  entry  should  be  made  in  the 
shipping  book  of  the  loss  of  the  bill  of  lading,  and  of  the  fact  that  the  certifi- 
cate has  been  issued.  The  certificate  will  be  forwarded  to  the  consignee,  who 
will  indorse  thereon  his  certificate  as  to  the  receipt  of  the  property,  and  its  con- 
dition. If  a  board  of  survey  has  acted  on  the  shipment,  he  will  attach  a  copy  of 
the  proceedings  to  the  certificate. 

417.  The  shipping  officer  will  give  his  certificate  only  when  necessary  to  enable 
the  carrier  to  receive  payment,  and  not  until  he  has  satisfied  himself,  by  corre- 
spondence with  the  officer  to  whom  the  stores  were  shipped,  and  the  quarter- 
master of  the  Corps,  that  the  bill  of  lading  is  not  in  their  possession.  He  will 
also  require  the  affidavit  of  the  carrier,  stating  that  the  bill  of  lading  is  not  in 
his  possession,  or  can  be  traced  by  him,  and  if  subsequently  found  that  he  will 
make  no  demand  thereon,  but  will  at  once  surrender  it  to  the  United  States. 
Upon  this  evidence,  payment  may  be  made  for  the  service.  In  case  the  bill  of 
lading  should  subsequently  be  recovered  by  the  shipping  officer,  he  will  note  the 
fact  in  the  shipping  book,  and  forward  it  to  the  quartermaster  of  the  Corps. 

418.  In  case  of  the  loss  of  a  bill  of  lading,  while  stores  are  in  transit,  railroad 
companies  are  requested  to  forward  them  to  destination,*  taking  such  receipts  as 
they  may  deem  necessary  »to  show  delivery  to  connecting  lines.  They  will  present 
these  receipts  instead  of  a  bill  of  lading  to  the  consignee,  who,  after  having  sat- 
isfied himself  of  their  correctness,  will  transmit  them  to  the  last  carrier  in  the 
same  manner  as  is  provided  for  bills  of  lading. 

419.  To  insure  prompt  delivery  of  stores,  in  the  absence  of  the  bill  of  lading, 
the  consignee  may  give  to  the  carrier  a  receipt  for  the  stores  actually  delivered, 
which  will  state  that  it  is  given  because  the  bill  of  lading  has  not  come  to 
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hand.  The  receipt  will  he  recovered  and  destroyed  "by  the  officer  who  issued  it, 
on  the  recovery  of  the  bill  of  lading,  or  when  the  certificate  provided  for  above 
shall  have  been  given.  Payment  for  transportation  will  be  made  to  the  last 
carrier,  unless  otherwise  provided  in  the  bill  of  lading,  and  only  for  the  quan- 
tity of  stores  delivered  at  destination,  except  that  in  case  of  loss  of  weight, 
from  natural  shrinkage  en  route,  the  weight  shipped,  as  shown  by  the  bill  of 
lading,  will  be  provided  for,  provided  the  packages  are  delivered  intact.  The 
payee  will  be  held  responsible  for  all  loss  or  damage  of  stores  while  in  transit 
(unless  relieved  by  board  of  survey) ,  and  such  loss  or  damage  will  be  deducted 
in  making  settlements  for  the  services. 

420.  Officers  in  making  shipments  are  requested  to  obtain  from  the  companies 
or  lines  employed,  authentic  and  official  lists  of  tariffs  in  force  at  date  of  service, 
and  will  attach  to  the  first  voucher  forwarded  two  copies  thereof  (one  for  the 
use  of  the  quartermaster  of  the  Corps,  and  one  for  the  accounting  officer  of  the 
Treasury) ,  and  thereafter,  as  each  shipment  is  reported,  will  refer  to  said  lists, 
as  long  as  they  are  in  force.  When  current  rates  are  charged,  a  certificate  of  the 
proper  agent  of  the  line  or  company  performing  the  service  should  be  appended 
to  the  vouchers,  setting  forth  that  such  rates  were  the  current  and  lowest  rates 
charged  the  public  at  the  time  the  service  was  rendered.  When  charges  such  as 
drayage,  wharfage,  tolls,  etc.,  are  made  as  part  of  an  account,  they  will  be  fully 
and  separately  set  forth  in  the  voucher. 

421.  When  public  tariffs  do  not  include  the  specific  articles  shipped,  the  rates 
and  classification  of  articles  analogous  thereto  will  govern.  If  articles  analogous 
can  not  be  found  in  the  tariff  list,  the  companies  will  be  requested  to  classify  the 
articles  transported. 

Paragraph  422.  ~  ™  on  the  f orm 

poSS  Zd  ^J*^  "  and  SUbStitUte  "  toaus-    ■»*  Mil,  of 

lading,  except  tnai  quantity  ui  same  ukwio^iuuu  Uu  ^^.^^ _    pense  when 

officers  are  changing  stations,  and  then  only  when  authorized  by  the  quarter- 
master of  the  Corps. 

424.  Should  the  number  of  articles  to  be  shipped  be  too  great  for  the  blank 
form,  additional  bills  of  lading  should  be  made  out,  in  preference  to  the  use  of 
extra  leaves. 

425.  Where,  in  a  shipment  of  Government  property  on  a  bill  of  lading,  the 
officer  directing  the  same  is  compelled  by  the  carrier  to  pay  the  necessary 
internal-revenue  tax,  or  to  provide  the  means  for  paying  it,  such  payment 
becomes  a  part  of  the  cost  of  the  shipment  and  will  be  allowed  as  such.  (Dec. 
Compt.,  May  22,  1902.) 

EXPRESS. 

426.  Transportation  of  public  property  by  express,  when  in  excess  of  cost  by 

Paragraph  426.  hers  in  payment  must 

Add  "  (See  paragraph  392.)"  )n  and  the  receipt  of 

uiiv  Unicoi    wjuu  icceivtju  mo  cexv*^*w.     ^. ™,  r«^«^™,  — jy  be  transported  by 

express,  by  officers  having  them  in  charge,  whenever  the  demands  of  the  service 
require. 

TELEGRAPHING  AND  TELEPHONING. 

427.  The  telegraph  will  be  used  only  in  cases  of  urgent  and  imperative  ne- 
cessity, in  which  the  delay  consequent  upon  transmission  by  mail  would  be 
prejudicial  to  the  public  interests.  In  cable  dispatches  only  such  words  will  be 
sent  as  are  necessary  to  a  clear  understanding  of  their  contents. 

428.  Accounts  for  telegrams  on  military  business  prepared  on  the  prescribed 
form  in  the  name  of  the  telegraph  company  rendering  the  service  and  accom- 
panied by  the  original  telegrams,  in  the  case  of  telegrams  sent  checked  "paid," 
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and  in  the  case  of  telegrams  received  checked  ' '  collect, "  by  the  impression  copies 
thereof,  will  be  paid  by  the  Quartermaster's  Department,  with  the  following 
exceptions :  t 

(1)  Accounts  for  reimbursement  of  amounts  paid  by  officers  for  telegraphic 
service,  which  will  be  prepared  upon  prescribed  forms. 

(2)  Accounts  for  telegrams  on  public  business  of  a  confidential  nature  when 
in  the  opinion  of  the  officer  receiving  or  sending  them  it  is  improper  that  copies 
should  accompany  the  accounts,  or  where  copies  can  not  be  procured.  When  it 
is  questionable  whether  the  telegrams  are  on  official  business  or  that  the  tele- 
graph should  have  been  used,  such  accounts  will  be  accompanied  by  full  expla- 
nations from  the  officer  who  sends  or  receives  the  telegrams. 

(3)  The  accounts  excepted  in  this  paragraph  will  be  forwarded  to  the  quarter- 
master of  the  Corps  for  settlement. 

(4)  In  settling  accounts  for  telegrams  which  pass  over  .the  lines  of  more  than 
one  company  (bond-aided  excepted),  payment  may  be  made  on  the  original 
telegram  to  the  initial  company  for  the  entire  service. 

(5)  Where  telephoning  is  practicable  and  necessary,  accounts  for  the  same 
may  be  paid  from  the  appropriation  for  the  payment  of  telegraphic  service. 

429.  Telegrams  making  application  for  leave  of  absence  or  extension  of  leave, 
or  of  inquiry  whether  leave  has  been  granted,  and  the  replies  made  thereto  by 
telegraph,  will  not  be  sent  or  paid  for  as  public  dispatches. 

430.  In  counting  the  words  of  telegraphic  messages  the  following  rules  will 
be  observed :  Names  of  cities  and  places,  when  used  to  designate  such  cities  or 
places,  and  words  properly  connected  by  a  hyphen,  will  be  counted  as  one  word. 
Numerals  will  be  expressed  in  words,  and  will  not  be  counted  as  hyphen  words. 
Names  of  places  and  persons  when  given  to  things  will  be  counted  according  to 
the  number  of  distinct  words  in  each.  Names  such  as  Van  Voorhees  or  St.  Thomas 
will  be  counted  as  one  word.  All  words  contained  in  an  official  telegram  will 
be  counted,  including  name  and  title  of  party  addressed  and  of  the  sender,  but 
excluding  the  name  of  the  place  from  which  sent,  date,  and  the  words  ' '  official 
business,"  which  should  appear  on  each  telegram. 

431.  Except  in  cases  of  loss  or  destruction  of  original  messages,  where  satis- 
factory evidence  is  submitted  showing  that  payment  has  not  already  been  made 
and  no  charge  will  hereafter  be  made,  no  settlement  will  be  made  with  the  tele- 
graph office  from  which  a  telegram  is  sent  unless  the  original  telegram  is  marked 
or  checked  "paid,"  and  no  settlement  will  be  made  with  the  telegraph  office  at 
which  a  telegram  is  received  unless  the  telegram  received  is  marked  or  checked 
"collect." 

432.  Blank  forms  for  official  telegrams  will  be  furnished  by  the  Quarter- 
master's Department  for  the  use  of  all  persons  in  the  military  service. 

DECEASED  SOLDIERS. 

433.  When  an  enlisted  man  dies  at  a  post  or  shore  station,  either  in  the 
United  States  or  without  its  continental  limits,  his  remains  will  be  inclosed  in  a 
coffin,  and  either  buried  at  such  nlace  near  the  nost  or  station  to  which  attached, 
as  the  post  quart*  Paragraph  433. 

over  to  such  relati  Strike  out  all  of  paragraph  after  "United  States."  in  line 
the  Quartermaster  seven»  and  substitute  "The  expense  of  burial,  other  than  the  cost 
+>,«  ni^a  rvf  ^-mn'c,  of  transportation,  shall  be  paid  by  the  Quartermaster's  Depart- 
ure piace  oi  aemis<  ment>  and  the  following  are  the  authorized  expenses  to  be  in- 
by  the  G-overnnae  curred  in  each  case: 
master's  Dep^f'tin  One  stained  pine  coffin, 
incurred  iw  each  c        Hearse  and  preparing  remains  for  burial,  and  transportation 

One  stained  r  wnen  necessary, 

ffDQVOO  QT1,q  „.         Burial  site  (when  not  in  Naval  Cemetery)  and  digging  grave, 

rieaise  ana  n         Que  carriage_ 

Burial  site  J^Vxx^xx  «^x  m  nivai  cemetery)  ana  aiggmg  grave, 
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434.  The  total  expense  for  these  items  in  the  District  of  Columbia  shall  not 

■exceed  $38,  and  at  other  places  the  prevailing  local  rates  will  obtain,  prices  to  be 

established  at  the  commencement  of  each  fiscal  year  after  competition  under 

advertisement.     Tombstones  for  graves  of  deceased  marines  will  be  provided 

upon  application  to  the  auartermaster  of   the  Corps.     The  above  paragraphs 
Paragraph  435. 

Strike  out  entire  paragraph  and  substitute  "  Under  the  Act  of  charge  of  the 

March  3,  1905  (33  Stat.,  1196),  the  War  Department  will  provide  ^^  .*«  -nrrvn 

the  sum  of  $45.00  in  each  case  exclusive  of  cost  of  grave  for  the  lft*t*t~*tB  ^1UL> 
burial  of  all  honorably  discharged  indigent  ex-marines  who  die  in 

the  District  of'  Columbia  or  immediate  vicinity  and  are  buried  val  Hospital, 

within  said  limits."  iT_  ir1  a  ^fR^ 

are  expenses  borne  by  the  Bureau  of  Medicine  and  Surgery,  Navy  Department, 
the  Quartermaster's  Department  of  the  Marine  Corps  furnishing  the  hearse,  one 
carriage,  and  burial  site  (when  not  a  Naval  cemetery),  and  also  expense  of 
digging  the  grave. 

437.  The  burial  expenses  of  enlisted  men  of  the  Marine  Corps  who  die  on 
board  ship,  whether  in  the  United  States  or  abroad,  shall  be  defrayed  by  the 
Rliro°"  ~*  **--»-—        Paragraph  438.  ie  manner  as  is 

Strike  out  entire  paragraph  and  substitute  ' '  The  Secretary  of 
the  Navy  may,  in  his  discretion,  cause  to  be  transferred  to  their      u»-  to  bc^  frrans- 
homes  the  remains  of  officers  and  enlisted  men  of  the  Marine      illed  in  action 
Corps  who  die  or  are  killed  in  action  ashore  or  afloat.     He  may      tates 
also,  in  his  discretion,  cause  to  be  transported  to  their  homes  the 
remains  of  civilian  employees  who  die  outside  the  continental      t  anv  post,  hos- 
limits  of  the  United  States.     (Act  of  Congress,  approved  March      tiding  officer  to 
3>  l?9^il"— «  ~~x~„0  «*m  ofUDo  o-xx  mrww-j   -  1  to  notify  the 

next  of  kin  or  legal  representative  of  the  deceased  of  the  fact  of  death.  Dupli- 
cates of  the  inventory  will  be  made ;  one  copy,  duly  attested,  will  be  forwarded 
with  the  staff  returns  to  the  Commandant  of  the  Corps,  the  other  copy  to  be 
retained  by  the  commanding  officer. 

440.  Officers  charged  with  the  care  or  custody  of  the  effects  of  deceased  enlisted 
men  will  deliver  the  same,  or  the  net  proceeds  thereof,  to  the  next  of  kin  or 
legal  representative  of  the  deceased.  Should  the  effects  of  a  deceased  enlisted 
man  not  be  claimed  within  thirty  days  from  date  of  notification,  if  within  the 
continental  limits  of  the  United  States,  or  six  months  if  outside  the  continental 
limits  of  the  United  States,  they  shall  be  sold  at  public  auction  under  the 
authority  of  the  commanding  officer,  and  the  proceeds  transmitted  to  the  pay- 
master of  the  Corps.  Such  accounts  of  sale  will  state  clearly  the  name  of  the 
deceased,  the  date  of  enlistment,  and  the  date  and  place  of  death.  If  any  of  the 
effects  of  a  deceased  enlisted  man  are  perishable  and  deteriorating,  they  will 
immediately  be  sold  at  public  auction. 

44 1 .  Papers,  medals,  small  trinkets,  and  keepsakes  of  value  will  not  be  sold,  but 
forwarded  to  the  next  of  kin  or  the  legal  representative,  or,  in  default  of  such, 
to  the  heirs  at  law  of  the  deceased.  Should  it  be  impossible  to  ascertain  the 
existence  of  next  of  kin,  legal  representative,  or  heirs  at  law,  the  articles 
mentioned  will  be  forwarded  to  the  Commandant  of  the  Corps  for  safe-keeping. 

442.  The  commanding  officer  shall  cause  the  accounts  of  all  deceased  enlisted 
men  to  be  closed  as  soon  as  possible  and  forwarded  to  the  Commandant  of  the 

Paragraph  443. 
Add  "  Officers  are  advised  that,  in  the  cases  of  single  men,  it  is     y  tlie  Treasury 
a  safe  rule  to  dispose  of  the  effects  as  prescribed  in  paragraph     er,  (4)  mother, 
440  and  leave  the  responsibility  of  distribution  to  the  Treasury 
Department."  c »d  ship  the  pro- 

visions of  Navy  Regulations  relating  to  enlisted  men  of  the  Navy  will  be 
followed. 
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In  last  line,  substitute 

. .   x  aut.  ; 


Paragraph  445. 
1905"  for  "1904.". 


WORKING  PARTIES — EXTRA  AND   SPECIAL  DUTY  MEN. 


446.  Enlisted  men  detailed  by  name  on  extra  duty  under  the  written  authority 
of  the  Commandant  of  the  Corps^t  constant  labor  for  not  less  than  ten  days 
are  entitled,  in  time  of  peace,  to  receive  extra-duty  pay  at  the  following  rates  r-f- 
For  services  as  mechanics,  artisans,  and  school-teachers,  50  cents  per  day;  as 
overseers,  teamsters,  laborers,  and  for  all  other  extra-duty  services,  35  cents  per 
day.*  Enlisted  men  receiving  or  who  are  entitled  to  the  20  per  cent  increased 
pay  under  the  acts  of  May  26,  1900,  and  March  2,  1900,  are  not  entitled  to  extra- 
duty  pay. 

447.  Soldiers  on  extra  duty  will  be  paid  the  extra  rates  of  pay  allowed  by 
law  for  the  duty  performed  and  for  the  exact  number  of  days  employed ;  and 
no  greater  number  of  men  will  be  employed  on  extra  duty  at  any  time  than 
can  be  paid  the  full  legal  rates  for  the  time  employed  from  the  funds  provided. 
Payments  made  in  violation  of  the  above  rules  will  be  charged  against  the 
officers  who  ordered  the  details. 

448.  Extra-duty  men  will  be  held  to  such  hours  of  labor  as  may  be  expedient 
and  necessary;  but,  except  in  case  of  urgent  public  necessity,  as  in  military 
operations,  eight  hours  will  be  considered  a  day's  work.  For  all  hours  employed 
beyond  that  number,  the  soldier  will  receive  additional  compensation — the  extra 
hours  being  computed  as  fractions  of  a  day  of  eight  hours'  duration. 

PUBLIC   ANIMALS. 

449.  A  descriptive  book  of  public  animals  will  be  kept  at  all  posts  where 
they  are  in  use  by  the  officer  accountable  for  thern.  It  will  contain  a  description 
of  every  animal  received  and  transferred,  showing  the  kind,  name,  age,  size, 
color,  marks,  brands,  or  other  peculiarities  of  each;  how  and  when  acquired,  and 
if  disposed  of,  in  what  manner,  and  the  particular  use  to  which  applied. 

450.  When  public  animals  are  transferred  the  person  receiving  them  will  be 
furnished  with  full  and  accurate  descriptive  lists  by  the  issuing  officer.  A  com- 
plete descriptive  list  of  each  animal  will  be  made  at  the  time  of  purchase  or 
acquirement,  and  will  accompany  him  wherever  he  may  be  transferred. 

451.  Veterinary  medicines,  instruments,  and  supplies  for  the  treatment  of 
public  animals  and  authorized  private  horses  of  mounted  officers  are  furnished 
by  the  Quartermaster's  Department. 


452. 


ALLOWANCE   OF  TENTAGE  AND  EQUIPAGE. 
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*The  act  of  April  26,  1898,  provides  that  in  time  of  war  no  compensation  shall  be  allowed  to  soldiers  on 
extra  duty. 
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453.  "When  conical  tents  are  used,  the  allowance  will  be  1  to  every  4  men  if 
cots  and  stoves  are  used,  and  1  to  every  6  with  cots  and  without  stoves,  and  1 
to  every  12  if  no  stoves  or  cots  are  used.  As  many  hospital  or  storage  tents  for 
the  quartermaster's  stores  will  be  allowed  as  he  may  require. 

454.  The  above  allowances  may  be  increased  or  diminished  by  the  quarter- 
master of  the  Corps  if  he  deems  proper. 

TRANSPORTATION  OF  DETACHMENTS  OF  TROOPS  BY  RAIL  AND  TRANSPORT. 

455.  The  following  regulations  will  be  observed  in  the  transportation  of 
detachments  of  troops  and  their  supplies  by  train  or  transport : 

TRANSPORTATION   BY   RAIL. 

456.  All  arrangements  having  been  previously  effected  by  the  Quarter- 
master's Department  for  the  transportation  of  a  detachment,  the  quartermaster 
of  the  Corps  will  cause  the  commanding  officer  of  the  troops  to  be  furnished 
with  an  itinerary  of  the  route,  showing  where  change  of  cars  is  necessary  and 
where  stops  are  to  be  made  for  subsistence  of  the  men.  For  detachments 
and  organizations  traveling  on  regular  trains,  whether  in  separate  cars  or  as 
ordinary  passengers,  the  commanding  officer  or  his  quartermaster  will  have 
charge  of  the  transportation  request. 

The  capacity  of  trains  will  depend  upon  the  character  of  the  road  and  its 
equipment,  and  especially  on  the  grades  of  the  roadbed ;  also  upon  whether  the 
troops  are  accompanied  by  their  full  allowance  of  stores  and  the  manner  in 
which  they  are  to  be  carried.  As  it  is  preferable  to  have  trains  of  moderate 
size  with  good  speed  rather  than  long  trains  with  low  speed,  the  maximum  of 
troops  to  be  assigned  to  one  train  may  be  regarded  as  one  battalion. 

The  arrangements  with  the  railroad  companies  may  be  general  or  special ;  that 
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Strike  out  last  sentence  in  third  paragraph  and  substitute  "  In  md 

all  cases  when  the  travel  to  be  performed  is  covered  by  the  Navy 

Transportation  Schedule  it  will  be  strictly  adhered  to."  , 

sleepers  should  be  provided  for  officers  and  tourist  sleepers  for  the  men. 
Trains  are  usually  made  up  in  the  following  order : 

1.  Box  cars  with  property. 

2.  Stock  cars. 

3.  Box  car  with  forage. 

4.  Baggage  cars. 

5.  Passenger  coaches  or  tourist  sleepers. 

6.  Standard  sleeper  for  officers. 

If  it  be  necessary  to  divide  a  train,  some  officers  and  men  should  be  with  each 
section. 

LOADING. 

457.  Upon  receipt  of  orders  for  the  movement  of  troops  by  rail,  the  post 
quartermaster  or  other  officer  charged  with  supplying  the  transportation  will 
arrange  with  the  railroad  authorities  for  the  necessary  cars.  He  will  procure 
lists,  with  weights,  of  all  property  to  be  shipped  and  make  out  the  bills  of  lading. 
He  will  also  look  after  the  loading  facilities. 

Upon  arrival  of  the  cars  the  commanding  officer  will  be  notified,  and  loading 
will  begin  pursuant  to  his  orders.  In  the  meantime  the  officer  in  charge  will 
make  an  inspection  of  the  cars  and  see  that  they  are  clean  and  conform  to  the 
terms  of  the  contract. 

In  loading  stores  and  other  property  on  cars  and  transports  the  following  gen- 
eral rule  should  be  followed,  unless  there  is  some  good  reason  for  departing 
from  it,  the  idea  being  to  load  last  the  articles  to  be  used  first:  Officers'  baggage, 
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enlisted  men's  baggage,  spare  ammunition,  rations,  hospital  stores,  tentage. 
The  commanding  officers  of  battalions,  regiments,  etc. ,  will  facilitate  the  work 
of  quartermasters,  granting  the  latter's  request  for  the  detail,  whenever  neces- 
sary, of  a  sufficient  number  of  men  under  noncommissioned  officers  to  assist 
him  in  handling  stores  and  other  property  under  his  charge. 

The  baggage  of  different  companies  should  be  kept  separate.  All  property 
and  baggage  should  be  plainly  marked. 

Cars  containing  property  will  be  locked  and  sealed  by  railroad  employees  prior 
to  departure  of  train. 

The  loading  will  generally  be  done  by  the  troops,  making  use  of  such  railroad 
appliances  as  may  be  available. 

When  animals  are  transported  on  a  troop  train  they  may  be  loaded  conven- 
iently through  the  chutes  of  stock  yards  or  from  freight  platforms  on  a  level 
with  the  floors  of  cars.  In  other  cases  portable  or  improvised  ramps  will 
have  to  be  utilized.  When  it  is  likely  that  animals  will  have  to  be  unloaded  at 
places  where  there  are  no  facilities,  one  or  more  portable  ramps,  or  material  for 
improvising  them,  should  be  placed  on  the  train. 

The  cars  should  be  clean  before  loading  animals.  Fresh  sawdust  or  sand  may 
be  placed  on  the  floor,  but  no  hay  or  straw.  The  loading  should  proceed  without 
noise  or  confusion,  the  animals  being  led  quietly  to  the  door  of  the  car  and 
turned  over  to  the  four  men,  two  for  each  end,  who  do  the  loading.  The  ani- 
mals should  be  packed  as  closely  as  possible,  except  in  very  hot  weather,  alter- 
nate animals  facing  in  opposite  directions.  The  halter  straps  will  be  removed, 
but  the  headstalls  will  not  be  taken  off.  Gentle  animals  should  be  placed  oppo- 
site the  doors  and  should  be  the  last  put  in.  The  halter  straps  will  be  placed  in 
the  forage  car. 

Each  train  should  be  equipped  with  water  buckets,  lanterns,  hatchets,  and 
iron  bars. 

ENTRAINING  OF  TROOPS. 

458.  The  arrival  of  troops  at  the  loading  station  should  be  timed  so  that 
there  will  be  no  delay  in  waiting  for  cars.  When  the  barracks  is  not  more  than 
a  mile  from  the  station,  troops  should  not  be  required  to  fall  in  until  notice  has 
been  received  from  the  quartermaster  that  the  necessary  stock,  baggage,  and 
sleeping  cars  are  at  the  station  and  have  been  inspected  and  assigned.  The 
command  will  then  be  marched  to  the  train  and  there  formed  in  line  with  the 
companies  opposite  their  cars.  The  cars  will  be  entered  simultaneously,  each 
company  commander  distributing  his  men  in  cars  in  accordance  with  the  assign- 
ment. Noncommissioned  officers  will  have  seats  near  the  doors.  Seats  will  be 
reserved  for  men  absent  on  detail  loading  property. 

All  movements  of  the  troops  in  loading,  entraining  and  detraining,  feeding 
and  watering,  and  exercising  men  and  horses  should,  as  far  as  practicable,  be 
made  in  military  formation  and  pursuant  to  command,  thus  avoiding  confusion 
and  gaining  time. 

INSPECTION  AND  ASSIGNMENT  OF  PASSENGER  CARS. 

459.  Before  accepting  passenger  cars  for  the  use  of  troops  the  post  quarter- 
master, or  other  officer  in  charge  of  the  transportation,  will  make  a  thorough 
inspection  to  satisfy  himself  that  the  terms  of  the  contract  are  complied  with. 
The  cars  must  be  clean,  fully  supplied  with  water  and  ice,  and  sufficiently 
lighted  and  heated.  The  sleeping  accommodations  should  be  the  same  as  usually 
furnished  to  passengers,  the  urinals  and  closets  should  be  in  good  condition,  and 
toilet  paper  and  the  water  necessary  for  operating  them  be  supplied. 

The  number  of  men  assigned  to  cars  and  the  companies  from  which  they  are 
to  come  will  be  marked  on  the  steps  or  sides  of  the  cars. 
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CONDUCT  OP  THE  TKOOPS. 

460.  Delays  caused  by  the  troops,  whether  in  loading  or  entraining  or  dur- 
ing the  journey,  are  inexcusable.  They  interfere  with  railroad  schedules  and 
are  generally  a  source  of  increasing  annoyance. 

The  railroad  employees  and  subordinate  officials  have  nothing  to  do  with 
questions  of  military  discipline  and  administration.  Requests  or  complaints 
they  may  have  to  make  will  be  addressed  to  the  station  agent  or  to  the  con- 
ductor of  the  train. 

The  troops  for  their  part  must  not  interfere  in  any  way  with  the  operation  of 
the  railway  service.  Officers  and  enlisted  men  will  not  attempt  to  give  orders 
to  employees,  and  protests,  complaints,  and  arguments  are  strictly  prohibited. 
The  commanding  officer  is  the  sole  intermediary  between  the  troops  and  the 
railroad  personnel.  In  case  of  deficiencies  and  other  matters  requiring  correc- 
tion he  will  address  himself  only  to  the  official  in  charge. 

The  senior  noncommissioned  officer  in  each  car  will  be  held  responsible  for 
the  preservation  of  cleanliness  and  good  order.  Spitting  on  the  floors,  defacing 
of  woodwork  and  windows,  and  every  species  of  disorder  must  be  prevented. 

The  commanding  officer,  taking  into  account  the  circumstances  of  the  case, 
may  station  sentinels  at  the  doors  of  each  car  to  prevent  unauthorized  persons 
from  entering  them  and  to  keep  soldiers  from  riding  on  the  steps,  platforms,  or 
tops  of  cars,  and  from  leaving  the  car  without  permission.  If  it  be  desirable  to 
exercise  the  troops,  they  should  leave  the  cars  in  a  body,  under  their  officers. 

Smoking  is  prohibited  in  cars  loaded  with  forage  or  ammunition. 

The  commanding  officer  will  cause  frequent  inspections  to  be  made  to  see  that 
his  instructions  for  the  preservation  of  cleanliness  and  good  order  are  fully 
carried  out. 

When  the  stock  cars  provided  are  such  that  the  animals  can  be  fed  and 
watered  on  the  train,  it  will  not  be  necessary  to  unload  them  for  exercise  or 
recuperation  unless  the  weather  is  very  hot  and  the  journey  long.  Should  the 
railroad  company  insist  upon  unloading  the  animals  in  compliance  with  law,  the 
commanding  officer  will,  in  time  of  peace,  give  the  necessary  order. 

On  occasions  when  troops  have  been  allowed  or  ordered  to  leave  the  train  for 
exercise  or  duty,  the  commanding  officer  will  cause  the  "assembly"  to  be 
sounded  five  minutes  before  departure. 

DETRAINING  AND  UNLOADING. 

461.  The  train  schedule  should,  if  possible,  be  arranged  for  arrival  at  desti- 
nation in  the  morning.  The  troops  will  be  notified  in  time  to  prepare  for 
detraining. 

The  officers  and  the  guard  are  the  first  to  leave  the  cars.  The  commanding 
officer  orders  the  troops  to  detrain.  As  soon  as  the  passenger  coaches  or  sleep- 
ing cars  are  empty,  the  battalion  quartermaster,  or  a  specially  designated  officer, 
accompanied  by  the  conductor,  if  practicable,  will  make  an  inspection  of  the 
cars  and  note  their  condition;  the  result  will  be  reported  to  the  commanding 
officer. 

The  troops  will  proceed  to  their  destination  without  delay,  leaving  details  to 
bring  up  the  property. 

Animals  will  be  unloaded  quietly,  each  one,  after  the  halter  strap  is  put  on, 
being  led  to  the  opening  so  that  his  body  will  be  athwart  the  car  before  leav- 
ing it. 

All  formations  must  take  place  at  sufficient  distance  from  the  cars  to  prevent 
confusion  in  the  immediate  vicinity. 
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TRANSPORTATION  BY  WATER. 
GENEEAL  PEOYISIONS. 

462.  The  transportation  of  troops,  animals,  and  supplies  at  sea  is  effected  by 
transports  belonging  either  to  the  Army  or  Navy.  Transportation  on  inland 
waters  is  comparatively  limited,  and  would  generally  be  the  subject  of  special 
arrangement  with  steamboat  companies. 

When  troops  are  ordered  to  prepare  for  service  beyond  the  sea,  commanding 
officers  of  posts  will  see  that  all  men  who  have  any  infectious  or  contagious 
disease  are  not  included  in  the  detail.  Such  men  will  not  be  taken  on  trans- 
ports. 

All  troops  en  route  for  service  in  the  Philippines  will,  prior  to  departure  from 
their  stations,  provide  themselves  with  certificates  that  they  have  been  inspected 
and  are  protected  against  smallpox. 

PEELIMINAEY  ABEANGEMENTS. 

463.  Property  and  all  articles  not  indispensable  in  camp  and  all  baggage 
which  can  not  be  taken  to  staterooms  of  officers  or  the  quarters  of  the  men  will 
be  loaded  on  the  vessel  as  soon  as  may  be  convenient  in  the  order  prescribed  by 
the  commanding  officer. 

The  ammunition  will  be  loaded  first  and  put  into  the  magazine,  which  will 
be  locked  and  the  key  given  to  the  commanding  officer  of  the  troops. 

The  property  and  baggage  of  each  company  will  be  stored  separately,  as  far 
as  possible,  and  not  mixed  with  other  stores. 

All  articles  of  an  explosive  or  highly  combustible  nature  are  to  be  excluded, 
and  no  one  is  allowed  to  have  inflammable  oils  or  explosives  in  his  possession. 

The  baggage  of  troops  will  be  securely  packed  beforehand,  so  as  to  take  up 
the  least  amount  of  space. 

Every  article  of  baggage  or  property  and  every  package  that  is  put  on  board 
must  be  plainly  marked  or  labeled.  If  large,  to  be  labeled  on  each  end  and  on 
top,  the  label  to  give  the  name  of  the  owner  and  a  general  idea  as  to  the  con- 
tents^ 

If  transportation  is  on  Army  transport,  the  commanding  officer  of  the  troops 
will  communicate  with  the  general  superintendent  of  the  transport  service  and 
with  the  transport  quartermaster  concerning  arrangements  for  loading  and 
embarkation.  If  by  Navy  transport,  similar  information  should  be  obtained 
from  the  commanding  officer  of  the  vessel. 

He  will  cause  a  reconnoissance  to  be  made  of  the  roads  and  streets  leading 
from  the  barracks  or  train  to  the  wharf  or  pier  in  order  that  the  command  may 
effect  the  march  without  confusion  or  delay  and  without  inconvenience  to  other 
traffic- 
He  will  make  a  survey  of  the  ship  in  person  and  supervise  the  assignment  of 
the  units  of  his  command. 

At  the  same  time  proper  arrangements  should  be  made  for  the  necessary  num- 
ber of  sentinels  and  their  pos  s  on  board  required  during  the  embarkation. 

EMBAEEATION. 

464.  On  the  day  set  for  sailing,  all  equipage  and  baggage  still  in  possession 
of  the  troops  and  required  to  be  stowed  on  the  transport,  including  light  trunks 
of  officers  and  valises  of  the  men,  will  be  conveyed  to  the  wharf  accompanied 
by  details  of  men  to  load  this  property  and  to  guard  it  pending  the  arrival  of 
the  command.  The  cooking  utensils  will  be  cleaned  and  neatly  packed ;  clothing 
or  similar  articles,  tightly  packed  in  lockers,  and  tentage  securely  tied  in  bales, 
with  the  poles  in  crates  or  bundles. 
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The  assignment  having  been  quickly  explained  to  company  commanders,  the 
command  will  then  be  marched  on  board  by  company  in  a  quiet  and  orderly 
manner,  and  each  company  will  be  conducted  to  its  quarters  by  its  officers.  The 
rifles  will  be  placed  in  the  designated  racks  and  the  packs  and  equipments  stowed 
in  the  proper  places.  In  order  to  prevent  confusion  and  to  keep  the  gangways 
clear  it  is  necessary  that  all  men  not  on  duty  be  held  in  their  assigned  quarters 
until  the  whole  command  is  loaded. 

The  men  will  be  informed  of  the  location  of  the  water  supply,  latrines,  wash 
rooms,  etc.,  and  be  instructed  in  their  use,  sanitation,  and  preservation. 

Departure  from  barracks  should  be  so  timed  that  the  whole  command  will  be 
on  board  for  the  first  meal  which  is  served  at  the  next  regular  meal  hour  after 
embarkation. 

On  Army  transports  the  assignment  of  officers  to  staterooms,  according  to 
rank,  is  usually  made,  after  embarkation,  by  the  transport  quartermaster,  who 
will  take  cognizance  of  reservations  made  by  higher  authority.  Separate  state- 
rooms are  usually  provided  for  general  officers  and  for  the  commanding  officer 
of  the  troops.  The  permanent  quarters  of  the  transport  quartermaster,  trans- 
port surgeon,  master,  and  other  ship's  officers  are  not  open  for  assignment. 

Officers  are  allowed  to  have  only  steamer  trunks  and  hand  baggage  in  their 
cabins.  No  baggage  of  any  description  shall  be  allowed  on  the  upper  decks,  in 
the  saloon,  or  in  the  smoking  room. 

Commanding  officers  will  see  that  nothing  but  authorized  baggage  and  persons 
of  their  command  are  taken  on  board. 

After  the  command  has  embarked  neither  officers  nor  enlisted  men  of  the 
command  are  permitted  to  leave  the  ship  without  authority  from  the  command- 
ing officer. 

On  Army  transports,  before  sailing,  the  commanding  officer  will  send  a  return 
of  the  command  to  The  Military  Secretary  and  to  the  commander  of  the  depart- 
ment in  which  the  port  is  located.  He  will  also  make  a  special  return  to  the 
same  authorities  of  all  casuals  and  unattached  officers  and  enlisted  men  who  are 
passengers  on  the  ship.     (A.  R.  818.) 

DUTIES  ON  BOARD  ARMY  TRANSPORTS. 

General  regulations. 

465.  All  regulations  prescribed  for  Army  transports  will  be  rigidly  observed 
by  officers  and  enlisted  men  of  the  Marine  Corps  traveling  on  those  ships. 

All  officers  and  noncommissioned  officers  are  required  to  give  careful  atten- 
tion to  the  police  and  cleanliness  of  the  parts  of  the  ship  occupied  by  their  men, 
and  to  enforce  the  regulations  relating  to  the  conduct  of  enlisted  men  on  board. 

Defacing  paint  or  woodwork,  spitting  on  decks  or  over  the  sides,  leaving  pack- 
ages or  bundles  about  the  deck,  crowding  about  the  ports  or  hanging  clothes  in 
them,  is  prohibited. 

A  noncommissioned  officer  will  be  in  charge  of  and  at  all  times  present  and 
alert  in  the  quarters  of  each  company. 

Load  talking,  gambling,  profane  or  obscene  language,  and  all  unnecessary 
noise  and  confusion  are  strictly  prohibited. 

All  persons  will  refrain  from  talking  with  the  watch  officer  on  duty. 

Wet  clothes  will  never  be  hung  about  the  berth  decks,  but  will  be  taken  on 
deck  and  hung  on  lines  provided  for  that  purpose. 

Officers  and  enlisted  men  will  refrain  from  making  complaints  direct  to  offi- 
cers of  the  ship  or  members  of  the  crew,  and  will  not  enter  into  controversy  with 
them  concerning  deficiencies  of  service  equipment  or  supplies.  When  there  is 
reasonable  ground  for  dissatisfaction  proper  representation  will  be  made  by 
officers  to  the  officer  of  the  day ;  in  important  cases  they  will  address  themselves 
to  the  commanding  officer. 
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Commanding  officer  on  Army  transports. 

466.  On  Army  transports  the  senior  line  officer  of  troops  embarked  will  be 
the  commanding  officer  and  will  be  in  general  charge  of  the  ship  and  all  on 
board,  and  will  be  directly  responsible  for  the  discipline  of  the  command. 

The  transport  quartermaster  will  be  in  immediate  charge  of  the  ship,  its  per- 
sonnel, and  its  business,  and  will  be  responsible  for  the  proper  care  and  disposi- 
tion of  the  passengers  and  freights  until  delivery  at  destination. 

The  master  will  have  full  and  paramount  control  of  the  navigation  of  the  ship 
and  be  responsible  for  the  discipline  and  efficiency  of  the  crew. 

It  is  most  important  that  the  commanding  officer  work  in  harmony  with  the 
transport  quartermaster  and  commissary  and  with  the  master  of  the  ship. 

These  officers  must  on  all  occasions  use  their  best  endeavors  in  cooperating 
with  each  other  in  the  execution  of  the  duties  respectively  intrusted  to  them, 
in  order  that  by  their  united  exertions  the  service  on  which  the  ship  is  employed 
may  be  performed  in  the  most  efficient  and  satisfactory  manner  possible. 

They  must  by  every  means  in  their  power  cause  a  good  understanding  to  be 
cultivated  between  the  crew  of  the  transport  and  the  troops  and  other  persons 
embarked,  setting  an  example  by  civility  and  by  showing  every  attention  to  the 
health  and  convenience  of  all  on  board. 

The  commanding  officer  is  by  his  duty  required  to  pay  attention  to  any  repre- 
sentations, consistent  with  the  good  of  the  service,  which  may  be  made  to  him 
by  the  master  through  the  transport  quartermaster ;  he  should  remember  that 
the  master  is  responsible  in  all  matters  connected  with  the  safety  of  the  ship 
and  the  passengers. 

The  master  of  the  ship  will  receive  the  support  of  the  commanding  officer  in 
all  necessary  and  lawful  measures.  Interference  with  the  duties  and  preroga- 
tives of  the  transport  quartermaster  and  of  the  master  and  with  their  control 
of  the  ship  are  to  be  scrupulously  avoided,  except  in  grave  emergencies  involv- 
ing the  health,  discipline,  or  safety  of  the  command. 

The  routine  on  board  and  the  uniform  to  be  worn  by  officers  and  men  of  the 
command  when  on  deck  will  be  prescribed  by  the  commanding  officer. 

The  commanding  officer,  accompanied  by  the  transport  quartermaster,  the 
officer  of  the  day,  the  police  officer,  and  the  surgeon,  will  inspect  the  berth  and 
mess  decks,  latrines,  bathrooms,  hospital,  cooking  galleys,  etc.,  each  morning 
at  10  o'clock. 

Orders  will  be  issued  requiring  all  staterooms  to  be  vacated  daily  for  cleaning 
and  inspection  at  a  fixed  hour. 

Copies  of  all  orders  which  may  affect  the  crew  or  the  movements  of  the  ship 
will  be  furnished  to  the  transport  quartermaster. 

Prior  to  disembarkation  a  return  will  be  furnished  to  the  transport  quarter- 
master showing  the  number  of  persons  of  all  ranks  carried  to  destination. 

During  the  closing  days  of  the  voyage  the  commanding  officer  will  prepare  a 
report  relating  to  the  accommodation,  food,  and  health  of  the  troops,  and  giving 
any  information  which  may  enable  the  War  Department  to  detect  and  correct 
abuses  and  punish  neglect.  This  report  will  be  sent  to  the  Military  Secretary 
through  proper  channel  upon  arrival  at  the  port  of  destination. 

DISEMBARKATION. 

468.  On  nearing  port  preliminary  arrangements  will  be  made  with  a  view  to 
facilitating  prompt  discharge  of  the  baggage.  A  guard,  commanded  by -an  offi- 
cer, will  be  formed  just  prior  to  arrival  of  the  ship  at  the  wharf.  This  guard 
will  be  the  first  to  disembark  and  will  furnish  sentinels  to  guard  the  baggage 
and  keep  the  wharf  clear. 
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The  troops  will  leave  the  ship  by  company,  the  order  of  departure  being  the 
inverse  of  the  order  of  embarkation,  and  will  form  on  the  wharf  under  their 
officers. 

The  following  details  will  be  required: 

One  group  to  clean  up  the  parts  of  the  ship  vacated  by  the  troops. 

One  group  to  report  to  the  quartermaster  of  the  troops  to  unload  light  baggage 
of  officers  and  men  and  the  camp  equipage. 

One  group  to  report  to  the  quartermaster  of  the  troops  to  unload  ammunition 
and  property. 

Each  group  of  details  will  be  assembled  on  the  wharf,  stack  arms,  unsling 
packs,  and  place  a  guard  over  them;  they  will  then  be  marched  back  to  the  ship 
and  assigned  to  work  by  their  officers. 

The  battalion  quartermaster  and  the  quartermaster  sergeants  in  conjunction 
with  the  ship's  officers  will  have  charge  of  the  unloading  and  sorting  of  the 
baggage,  ammunition,  and  property,  and  of  its  transfer  to  shore;  each  wagon- 
load  should  have  two  men  as  guard. 

No  men,  except  the  authorized  details,  should  be  allowed  to  return  to  the  ship. 

The  guard  on  board  will  be  kept  until  the  baggage  and  property  are  discharged, 
and  will  be  the  last  to  leave  the  ship. 

When  the  transport  is  unable  to  come  alongside  the  wharf  the  troops  will  be 
landed  in  small  boats,  towed  by  launches,  or  by  means  of  tugs  or  lighters. 

The  same  general  method  of  procedure  will  be  followed  as  at  a  wharf,  the 
details  previously  arranged  and  an  advance  guard  being  first  landed,  followed 
by  the  men  with  their  arms  and  equipments ;  though  in  this  case  men  who  are 
detailed  for  fatigue  duty  on  board  will  not  leave  the  ship  with  their  companies. 

Great  care  must  be  taken  to  avoid  overcrowding  the  small  boats,  and  the  men 
will  be  cautioned  to  remain  seated  and  quiet. 

When  there  is  no  wharf,  each  ship's  boat  will  be  manned  by  men  of  the  crew 
to  row  and  beach  the  boat  after  it  is  released  by  the  launch. 
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APPENDIX. 


The  following  extracts  from  the  ' '  Manual  of  Instructions  for  Quartermasters 
Serving  in  the  Field,  1900,"  by  Capt.  D.  E.  McCarthy,  A.  Q.  M.,  U.  S.  A.,  are 
commended  to  officers  having  in  their  charge  public  animals,  wagons,  and 
harness : 

ANIMALS. 

Animals  suffer  from  neglect  on  the  part  of  those  in  immediate  charge  of  them, 
either  from  failure  to  water  and  feed  them  or  by  not  examining  their  feet  and 
promptly  attending  to  slight  injuries. 

In  the  field  all  animals  should  be  fed  night  and  morning,  the  bulk  of  the  feed 
being  given  at  night,  as  the  animals  have  more  time  to  eat  it  than  they  have  in 
the  morning.  The  forage  allowance  is  ample,  and  when  animals  are  hard- 
worked  this  allowance  should  not  be  cut  down. 

Water  the  animals  before  feeding,  and  at  least  once  during  the  day  if  it  is 
practicable  to  do  so.  Many  teamsters,  after  a  hard  day's  work,  neglect  to  water 
their  animals,  so  that  it  is  especially  important  to  see  that  this  duty  is  done. 

Make  it  a  rule  that  the  animals  should  be  fed  and  watered  before  the  men  get 
their  meals. 

Have  all  animals  thoroughly  groomed  at  least  once  a  day.  In  camp  this 
should  be  done  twice  a  day. 

Feed  the  allowance  of  salt  twice  a  week.  When  animals  eat  the  wagon  beds 
and  feed  boxes,  or  lick  one  another's  hide,  it  is  a  sure  indication  that  they  are 
not  getting  enough  salt. 

The  feet  should  be  examined  and  cleaned  every  night.  In  a  hot,  dry  country, 
if  there  is  time  to  do  so,  their  forefeet  should  be  poulticed  with  flaxseed  twice 
a  month.  Great  attention  should  be  paid  to  shoeing  the  animals.  The  black- 
smith should  fit  the  shoe  to  the  foot,  not  the  foot  to  the  shoe.  Have  the  animals 
shod  as  soon  as  they  need  it.  The  time  for  shoeing  will  be  governed  by  the 
amount  of  work  performed  and  the  character  of  the  roads.  Ordinarily  once  in 
three  or  four  weeks  will  be  sufficient.  Teamsters  should  report  to  the  quarter- 
master the  condition  of  the  shoes  and  when  camp  is  reached  the  blacksmith 
should  attend  to  the  animals  at  once.  When  it  is  necessary  to  have  an  animal 
shod  on  the  march,  turn  the  team  out  of  the  column,  and  instruct  the  teamster 
where  and  how  to  join  the  train. 

Park  the  train  at  night  and  tie  the  animals  to  the  wagons,  so  that  the  grain 
may  be  fed  to  them  in  the  feed  box.  When  a  picket  rope  is  used,  see  that  it  is 
securely  fastened  so  as  to  hang  about  four  feet  from  the  ground,  and  that  the 
halter  is  sufficiently  long  to  allow  the  animal  to  lie  down. 

Animals'  shoulders  often  become  sore  and  the  animals  rendered  unserviceable 
from  the  fact  that  the  teamsters,  when  they  take  off  the  harness  at  night,  instead 
of  hanging  it  on  a  tree  or  putting  it  in  the  wagon,  will  throw  it  on  the  ground 
and  make  no  attempt  to  clean  the  harness  in  the  morning  before  using  it.  In 
consequence  dirt  and  mud  get  in  the  collars  and  harness  and  chafe  the  skin, 
resulting  in  sores  that  often  take  weeks  to  heal.  It  would  be  well  to  wash  the 
shoulders  frequently  in  strong  salt  water. 

Draft  animals  should  not  be  driven  out  of  a  walk  except  in  cases  of  urgent 
necessity.  Exception  is  made  in  case  of  animals  used  on  ambulances  and  spring 
wagons. 
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Impress  upon  teamsters  that  it  is  necessary  to  be  kind  to  all  animals.  Dis- 
charge any  man  who  kicks  an  animal  or  strikes  him  with  a  club  or  otherwise 
mistreats  him. 

WAGONS. 

When  wagons  are  used  every  day,  especially  in  a  sandy  country,  have  the 
wheels  greased  once  a  day.  One  to  one  and  a  half  pounds  of  axle  grease  per 
wheel  per  month  will  be  found  to  be  ample  in  all  climates. 

It  is  of  the  utmost  importance  that  the  wheels  should  be  kept  thoroughly 
greased  at  all  times,  or  the  axle  will  be  injured  and  the  axle  boxes  worn-out. 
Always  carry  with  the  wagon  train  a  few  extra  wagon  parts,  so  that  minor 
repairs  may  be  made  at  once.  (A  list  of  such  parts  is  given  in  another  part  of 
Captain  McCarthy's  book. ) 

The  wagons  should  be  inspected  morning  and  evening  to  ascertain  if  anything 
is  broken  about  them,  that  the  tires  are  tight,  axle  nuts  well  screwed  on,  etc. 
Scrape  off  all  old  grease  before  putting  on  fresh  grease. 

HARNESS. 

Harness  should  be  examined  every  day.  Note  particularly  if  any  stitches  are 
broken,  if  any  parts  of  the  leather  are  worn  thin,  badly  cracked,  or  cut,  and  if 
any  of  the  buckles,  toggles,  snaps,  hames,  chains,  bits,  and  rings  are  cracked  or 
broken.  Should  any  defect  or  weakness  be  noticed,  have  the  same  remedied  at 
once. 

Do  not  allow  the  harness  to  be  thrown  on  the  ground  where  it  will  get  muddy 
and  dirty,  for  when  the  mud  hardens  and  rubs  against  the  skin  sores  will  result 
that  may  render  the  animal  unserviceable  for  weeks. 

In  stitching  harness  see  that  knots  are  not  left  on  any  part  of  the  leather 
which  may  come  in  contact  with  the  animal's  body.  Avoid  these  knots  by  using 
two  double  or  back  stitches  at  the  beginning  and  end  of  each  row  of  stitching. 

Sew  the  harness  and  do  not  use  rivets,  especially  if  the  leather  has  plenty  of 
life,  and  is  not  extra  solid.  Use  the  best  linen  shoe  thread  with  wax  ends  in 
sewing.  The  wax  should  be  the  spring,  summer,  or  winter  kind,  depending 
on  the  season.     Buckle  the  collars  when  removed  from  the  animals. 

CLEANING  HARNESS. 

Harness  should  be  cleaned  at  least  twice  a  month,  and  whenever  it  gets  muddy. 
For  this  purpose  use  a  bucket,  lukewarm  water,  sponge,  harness  soap,  harness 
dressing,  neat's-foot  oil,  and  lampblack. 

For  ordinary  cleaning  the  following  instructions  should  be  observed : 

(1)  Provide  a  rack  to  hang  the  harness  on.  Where  no  better  arrangement  is 
on  hand,  insert  one  end  of  the  wagon  pole  between  the  spokes  of  one  of  the  hind 
wheels,  above  the  hub,  and  strap  it  to  the  axle. 

(2)  Hang  a  set  of  harness  on  the  pole,  dampen  the  sponge  in  clean  water,  and 
pass  it  over  the  harness  until  the  dirt  becomes  soft. 

(3)  Rinse  out  the  sponge  as  often  as  necessary,  and  replace  the  dirty  water 
with  clean  water  frequently. 

Now  rub  the  sponge  on  the  harness  soap  until  you  obtain  a  good  lather,  then 
give  the  harness  a  good  heavy  coating  of  it,  and  keep  rubbing  the  harness  until 
all  dirt  is  removed.  In  some  instances  it  may  be  necessary  to  use  a  thin  piece  of 
wood  to  remove  the  dirt.  After  the  harness  is  thoroughly  clean,  work  up  a  very 
thick  lather,  coat  the  leather  parts  of  the  harness  with  it,  and  allow  it  to  dry 
without  further  rubbing. 

After  the  lather  has  been  absorbed  and  the  leather  is  dry,  put  on  a  light  coat 
of  harness  dressing.     To  do  this,  use  a  perfectly  clean  sponge,  touch  the  harness 
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lightly,  just  enough  to  spread  the  dressing,  and  do  not  rub  it.     Keep  the  dress- 
ing in  an  air-tight  package  when  not  in  use. 

When  the  harness  has  not  been  cleaned  for  some  time,  and  is  hard,  it  should 
first  be  cleaned  as  described  above.  Afterwards  take  a  pint  of  neat's-foot  oil 
for  each  single  set  of  harness  to  be  cleaned,  pour  it  into  a  pan  and  mix  with  it 
lampblack  in  the  proportion  of  one  teaspoonful  to  each  pint  of  oil,  and  stir  this 
mixture  until  it  has  a  glossy-black  appearance.  In  cold  weather  heat  the  oil 
until  it  is  lukewarm,  but  never  hot,  before  using  on  harness.  Apply  the  mix- 
ture with  a  small  sponge,  rubbing  it  well  in.  Allow  about  forty-eight  hours  to 
elapse  before  using  harness  again.  In  cold  weather  allow  harness,  after  being 
thus  oiled,  to  hang  near  a  fire  for  an  hour.  After  the  leather  is  thoroughly 
dried,  apply  harness  dressing  as  described  above. 

WEIGHTS  AND  DIMENSIONS   OF  TENTS,  FLIES,  POLES,  PINS,  ETC. 


Measure- 
ments. 


Hospital  tent  (complete) 

Hospital  tent 

Hospital  tent  fly 

Hospital  tent  poles 

Hospital  tent  pins  (18  large,  28  small) 

Wall  tent  (complete) 

Wall  tent 


Wall  tent  fly 

Wall  tent  poles _ 

Wall  tent  pins  (10  large,  18  small) 

•Conical  wall  tent  (complete) 

Conical  wall  tent 

Conical  wall  tent  pole  and  tripod 

•Conical  wall  tent  pins  (48) 

Height  of  wall  3  feet,  height  10  feet,  diameter  16%  feet.     Holds  1  to  20  foot  or 
17  mounted  men. 

100  large  tent  pins,  in  boxes 

Shelter  tent  (complete) 

Shelter  tent  pins  (8) 

Each  half  of  shelter  tent  is  67  by  65  inches. 


Cubic  feet. 
10 


Dimensions  of  tents,  pitched: 

Conical,  about  17  feet  diameter. 
Wall,  about  9  feet  wide,  9  feet  ridge. 
Hospital,  about  15  feet  wide,  14  feet  ridge. 
Common,  about  8%  feet  wide,  7  feet  ridge. 
Shelter,  about  6  feet  wide,  5%  feet  ridge. 

Tentage  exposed  to  rain  or  heavy  dew  increases  in  weight  from  40  to  50  per  cent. 
100  pounds  oats,  in  sacks,  measure  3%  cubic  feet. 
100  pounds  hay,  in  bales,  measure  8^  cubic  feet. 

Ax  and  handle   pouuds__       4% 

Spade   do 4% 

Shovel  (short  handle) do 5% 

Shovel  (long  handle) do 6% 

Pickax  and  handle L do 8}4 

Hatchet  and  handle do 2 

Field  desk,  with  stand  (empty)  do 88 

Buzzacott  oven  (new  style),  packed do 365 

United  States  Army  wagon: 

Weight,  complete pounds__  2,100 

( lapacity  of  body cubic  feet 70 

Depth  of  body— feet__  2 

Height  of  bows  above,  floor do "   5| 

Total  capacity  of  wagon cubic  feet__       150 

This  wagon  will  hold: 

Oats,  in  sacks pounds..-  3,000 

Hay,  in  bales do 1,200 

Rations,  complete,  packed 600 

Rations,  without  vegetables,  packed 700 

Bacon,  in  boxes pounds  -  4,000 

Hard  bread,  in  boxes do 2,300 

Beans  or  rice,  in  sacks do 1,  5(H) 

Coffee,  in  sacks do 3,000 

Sugar,  in  sacks do 4,  000 

Potatoes,  in  sacks do 4,  000 

Salt,  in  sacks do 4,000 

Small  rations,  packed do 3, 500 

1  box  ammunition  (1,000  rounds),  Krag-Jorgensen pounds__  78 
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Capacity. 

Measure- 
ment. 

1.  Box  car,  32  feet  long 

Pounds. 
40, 000 
50, 000 
60, 000 

Cubic  feet. 
1,070 
1  140 

2.  Box  car,  34  feet  long 

3.  Box  car,  38  feet  long 

1  275 

First  holds: 

Oats,  in  sacks pounds__  33, 000 

Hay,  in  bales do 13)  000 

Bacon,  in  boxes do 40  000 

Hard  bread,  in  cases do 25'  000 

Bations,  complete number—     6^000 

Bations,  without  vegetables do 7  000 

Second  holds: 

Oats,  in  sacks pounds—  35, 000 

Hay,  in  bales do 14, 000 

Bacon,  in  boxes do 50, 000 

Hard  bread,  in  cases do 26,500 

Bations,  complete number__    7, 000 

Bations,  without  vegetables do 8, 000 

Third  holds: 

Oats,  in  sacks pounds—  40, 000 

Hay,  in  bales do 16, 000 

Bacon,  in  boxes do 60,000 

Hard  bread,  in  cases do 30,000 

Bations,  complete number__  7, 700 

Bations,  without  vegetables do 10,000 

A  flat  car,  36  feet  long,  will  hold: 

2  field  guns,  with  limber  and  caissons. 

3  army  wagons  or  ambulances,  on  wheels. 

A  palace  car,  horse,  holds  18  horses. 

An  ordinary  stock  car  holds  from  18  to  20  horses, 
travel. 


The  closer  they  are  packed  the  more  comfortably  they  will 


The  following  are  weights  and  dimensions  of  commercial  packages  of  component  parts  of  rations: 


( 

Gross 
weight. 

Dimen- 
sions. 

Pounds. 

225 

58 

101 

153 

101 

360 

510 

101 

67 

46 

47 

70 

120 

Cubic  feet. 
5 

2% 
5 

Coffee,  sack 

Sugar,  sack 

10 

10K 

2M 

Tomatoes,  case 

f* 

1,000  rations  weigh  about  3,800  pounds. 

100  rations  are  composed  of: 

Salt  meat pounds 75 

Hard  bread 1 do ,  100 

or,  ' 

Flour do 112 

Coffee do 10 

Sugar do 15 

Vinegar gallon__  1 

Soap pounds—  4 

Salt do 4 

Pepper ounces 4 

Candles pounds—  1£ 

Potatoes do—  100 

or, 

[Potatoes do 70) 

1  Tomatoes cans—  3; 

Each  travel  ration  weighs  about  23^  pounds. 


The  following  decision  of  the  Auditor  for  the  Navy  Department,  approved  by 
the  Comptroller  of  the  Treasury  March  30,  1897,  is  published  for  the  information 
and  guidance  of  all  officers  concerned  in  the  purchase  of  furniture  for  the  United 
States  Marine  Corps : 

Treasury  Department, 
Office  of  Comptroller  of  the  Treasury, 

March  30,  1897. 

The  Auditor  for  the  Navy  Department  submits  the  following  decision,  dated 
March  27,  1897,  for  the  approval,  disapproval,  or  modification  of  the  Comptrol- 
ler, as  required  by  section  8  of  the  act  of  July  31,  1894  (28  Stat.,  208) : 

*  *  ***** 

' '  Section  3709,  Revised  Statutes,  requires  '  all  purchases '  to  be  made  by  adver- 
tising when  the  public  exigencies  do  not  require  immediate  delivery  of  the 
articles.  Hence  the  inconvenience  or  impracticability  of  making  purchases  in 
that  manner  is  entirely  irrelevant  unless  it  arises  from  a  lack  of  time.  The 
difficulty  of  framing  specifications,  or  making  intelligent  proposals,  or  estab- 
lishing definite  standards  of  quality  can  not  be  accepted  as  an  excuse  for  ignoring 
the  law. 

' '  '  When  immediate  delivery  *  *  *  is  required  by  the  public  exigency,  the 
articles  *  *  *  may  be  procured  by  open  purchase  or  contract  *  ¥  *  ,  in 
the  manner  in  which  such  articles  are  usually  bought  or  sold  *  *  *  between 
individuals.'  (Sec.  3709,  R.  S. )  The  general  practice  in  the  Army  and  Navy 
in  such  cases  is  to  send  invitations  on  printed  forms  to  dealers,  and  to  post  such 
invitations  in  public  places,  soliciting  bids  for  the  desired  articles.  This  prac- 
tice I  regard  as  a  sufficient  determination  by  the  Executive  Departments  of  the 
Government  as  to  what  is  '  the  manner  in  which  articles  are  usually  bought  and 
sold  between  individuals.'  These  printed  invitations,  and  the  bids  received 
thereon,  when  presented  by  a  disbursing  officer  with  his  voucher  for  the  pur- 
chase, are  the  best  evidence  that  the  law  has  been  obeyed.  The  disbursing 
officer  merely  does  in  a  formal  way  what  an  individual  does  in  an  informal  way. 
The  inconvenience  of  these  details  is  not  a  justification  for  a  failure  to  observe 
them. 

' '  The  plea  of  the  impracticability  of  purchasing  furniture  in  accordance  with 
the  requirements  of  section  3709,  Revised  Statutes,  is  not  only  irrelevant,  but  it 
is  unsound  in  fact.  The  Treasury  Department  purchases  quantities  of  furniture 
of  all  kinds  by  contract  after  advertising,  as  does  the  War  Department,  and  the 
Navy  Department,  in  all  of  its  other  branches,  secures  competitive  bids  through 
its  pay  officers,  as  is  disclosed  in  the  accompanying  correspondence.  The  Marine 
Corps  itself  occasionally  secures  competitive  bids  by  printed  invitations  for  pro- 
posals for  furniture,  with  a  sensible  saving  of  money.  Carpets  are  capable  of 
perfectly  accurate  description  as  to  quality,  patterns  alone  being  indefinite,  and 
these  can  be  selected  from  samples  furnished  with  the  bids.  Stoves,  furnaces, 
and  other  articles  are  patented,  or  manufactured  under  trade-mark  names,  and 
are  capable  of  exact  description,  while  nearly  all  common  articles  of  furniture 
can  be  described  with  sufficient  accuracy  for  the  purpose  of  inviting  bids. 
Officers  might  be  restricted  to  some  extent  in  the  free  choice  of  colors,  patterns, 
and  styles,  but  these  are  unsubstantial  elements,  and  the  law  does  not  contem- 
plate that  public  officers  shall  have  full  liberty  to  satisfy  their  personal  tastes  in 
the  choice  of  furniture. 

"The  Navy  Department's  furniture  circular,  herewith,  was  not  intended  to 
command  the  purchase  of  furniture  that  would  always  cost  the  maximum  limit 
of  price,  but  it  seems  to  have  been  so  construed  by  the  quartermaster  of  the 
Marine  Corps  in  his  letter  to  the  Second  Comptroller,  herewith,  dated  July  14, 
1893.  His  imrchases  also  carry  out  that  idea.  I  infer  from  vouchers  in  the 
accounts,  that,  generally,  the  officer  for  whom  the  furniture  is  to  be  procured 
is  allowed  to  make  his  own  selections  up  to  the  maximum  limit  of  price.  The 
circular  was  issued  in  1888,  since  when  there  has  been  a  heavy  reduction  in 
prices  of  furniture,  but  the  furniture  purchased  for  the  Marine  Corps  now  costs, 
as  a  rule,  the  highest  price  allowed  by  the  circular.  If  competitive  bids  were 
secured  by  advertising,  as  required  by  law,  a  considerable  reduction  of  the  cost 
of  furniture  might  be  realized. 

(87) 


"  It  is  not  my  purpose  to  trespass  on  the  right  of  the  Navy  Department  to  fix 
the  allowances  of  furniture  and  the  price  limits,  nor  the  right  of  the  quarter- 
master to  select  the  articles  allowed,  but  the  manner  of  making  the  purchase  is 
prescribed  by  law  and  no  agent  of  the  Government  has  authority  to  depart 
from  it. 

"  With  the  accompanying  vouchers  of  the  quartermaster  of  the  Marine  Corps 
are  open-purchase  requisitions  on  which  the  quartermaster  certifies  that  '  the 
public  exigency  requires  the  immediate  delivery  of  the  above  articles,  and  it  is 
ordered  that  they  be  procured  by  open  purchase. '  A  large  amount  of  furniture 
is  bought  for  the  Marine  Corps  every  year,  and  practically  the  whole  of  it  is 
purchased  under  certified  public  exigencies  requiring  immediate  delivery.  Some 
of  the  furniture  is  for  newly  constructed  quarters,  of  the  necessity  for  which 
the  quartermaster  has  certain  knowledge  long  in  advance  of  the  time  when  it  is 
required.  Most  of  the  furniture,  however,  is  to  replace  old  furniture  which  has 
been  condemned  by  survey.  In  these  cases  the  old  furniture  has  been  in  some 
shape  serviceable  up  to  the  time  of  the  survey,  and  it  is  not  unreasonable  to 
assume  that  it  would  answer  foi\use  until  a  purchase  could  be  made  by  adver- 
tising. Furthermore,  the  quartermaster's  records,  and  his  experience,  will 
indicate  approximately  the  quantity  of  standard  articles  of  furniture  that  will 
be  required  during  a  fiscal  year,  especially  in  the  case  of  carpets,  and  the  stock 
could  be  purchased  with  all  the  formalities  required  by  law  before  any  pressing- 
emergency  arose.  An  exigency  is  not  created  by  certificate.  Such  an  exigency 
as  the  law  contemplates  is  not  created  by  the  inconvenience  or  irksomeness  of 
making  a  purchase  by  advertising  if  there  is  time  enough.  An  exigency  should 
involve  the  necessity  for  immediate  delivery  of  articles  for  which  there  is  a 
pressing  demand,  which,  if  not  met,  will  inflict  loss  or  injury  on  the  public 
service.  Thus  when  a  survey  and  condemnation  of  furniture  and  a  certificate 
of  exigency  requiring  immediate  delivery  of  new  furniture  are  made  several 
months  before  the  new  furniture  is  purchased,  the  exigency  certificate  is 
valueless.  So  in  the  case  of  a  certificate  that  the  public  exigencies  required  the 
immediate  delivery  of  a  lawn  mower  at  the  Marine  Barracks,  Navy  Yard,  New 
York,  in  December. 

"I  therefore  make  the  following  decisions  modifying  the  existing  construction 
of  the  law  governing  purchases  of  supplies,  so  far  as  the  purchase  of  furniture 
for  the  Marine  Corps  is  concerned,  and  submit  them  for  your  action  as  required 
by  the  act  of  July  31,  1894: 

"1.  Purchases  of  furniture,  in  the  absence  of  an  exigency  requiring  immediate 
delivery,  must  be  made  by  advertising  for  proposals. 

' '  2.  When  advertisement  in  newspapers  is  impracticable,  it  should  be  done  by 
circulars,  posters,  letters,  or  other  effective  means  of  notifying  furniture  dealers 
and  inviting  competitive  bids. 

"3.  Where  the  public  exigency  requires  the  immediate  delivery  of  furniture, 
and  there  is  not  time  to  solicit  or  receive  competitive  bids,  the  purchasing 
officer  must  certify  to  such  exigency  and  to  such  lack  of  time. 

' '  4.  Such  certificates  must  not  be  negatived  by  the  character  of  the  articles 
purchased,  the  nature  of  the  necessity  for  them,  or  the  facts  attending  the  pur- 
chase, as  disclosed  by  the  voucher  and  its  accompanying  papers." 

The  foregoing  decision  is  clearly  in  accordance  with  the  law,  and  is  hereby 
approved. 

In  this  connection  attention  is  called  to  my  decision  of  November  6,  1896  (3 
Comp.  Dec,  175),  in  reference  to  certain  expenditures  for  the  Marine  Corps, 
where,  in  the  concluding  paragraph  it  was  said : 

' '  The  law  expressly  requires  advertisement  in  all  cases  of  contracts  for  serv- 
ices in  any  of  the  Departments,  unless  there  is  an  emergency  requiring  an 
immediate  performance  of  the  services,  and  when  that  emergency  is  met,  if 
further  services  of  like  character  are  required  it  is  the  duty  of  the  Department 
in  question  to  enter  into  a  formal  contract  in  compliance  with  the  requirements 
of  the  statute,  since  there  is  time  in  which  to  do  this  without  causing  the  pub- 
lic interest  to  suffer  by  the  delay  occasioned  by  such  compliance  with  the 
statute." 
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